WELCOME/INSTALLATION LETTER

Welcometo the 71L Administrative Specialist Reclassification Course. This course will
be conducted via CD-ROM distance learning technologies. Upon receipt of thisletter and accompanying
instructional packet, you will have 3 months to complete the training. Failure to complete this training
within the allotted three months time period will result in you being dropped from the course. On the
backside of the letter are the instructions for installing the CD-ROM lessons.

With thisetter, you should have received a complete instructional packet. Before beginning the
course, check to ensure that you have received the complete instructional packet. A complete instructional
packet consists of ablank 31/2" disk to record your lesson progress and test scores, a pre-addressed
envelope to mail the test disk once you have completed the course, and the following CDs:

71L Administrative Specialist, Module 01 Type A Memorandum

71L Administrative Specialist, Module 05 Assemble Correspondence

71L Administrative Specialist, Module 06 Establish Files, & Module 07 File Records

71L Administrative Specialist, Module 09 Route Incoming Distribution, & Module 10 Dispatch
Outgoing Distribution & Module 11 How to Read a Regulation

71L Administrative Specialist, Diagnostic Tests & End of Module Tests

Introduction to Computers consists of the following CD-ROMS:
Word 97 Introduction
Access 97 Introduction
Excel 97 Introduction
PowerPoint 97 Introduction
Word 97, Power Point 97, Excel 97 Introduction (test disc)

If you did not receive a complete instructional packet, contact Mr. Paul Squires Monday though
Friday 0800-1630 (Eastern Time Zone) at commercial 803-751-8217, DSN 734-8217 or email
squiresp@j ackson.army.mil

The References and Handouts are provided to use in conjunction with its corresponding module
lesson. Itisbestif you printout the handouts to use while doing the lessons. The Refer ences are on
average greater than 300 pages each in length. Recommend you view them when appropriate in the lesson.
Y ou may print out the references, but remember this will be paper intensive.

The blank 3%2" floppy disk is provided to record the results of all lessons/tests taken. Prior to
accessing the lesson, insert the floppy disk into your computer’ s floppy drive (normally it’sthe “A drive’).
Upon completion of all module lessons and tests, write your full name on the floppy disk label where
provided, place the disk into the pre-addressed envelope and mail. If you initially fail atest, review
instructional materials and retake the test before mailing the floppy disk.

Upon verification of test scores by the Army Training Support Center (ATSC), students who
achieve a passing score on each test will be granted a diploma and the MOS designator 71L. The diploma
will be mailed to the student’ s home address of record.

ADMINISTRATIVE SPECIALIST
CD-ROM INSTALLATION AND RUN INSTRUCTIONS

MINIMUM SYSTEM REQUIREMENTS:

486/25 MHz or higher CPU with 8 MB RAM, MPC 2 compatible, SVGA monitor, keyboard, mouse,
double-speed CD-ROM player, audio headphones, 3 MB free space on hard drive, Windows 3.1 or greater,
and a 16-bit audio sound card with speakers.



PREPARATIONS

1. Shut down al other applications

2. Thisprogram runs at a screen resolution of 800x600 (256 colors). Small size font
should be selected. Refer to Windows HELP for information on configuring your

display.

INSTALLATION INSTRUCTIONS:

1. Run Windows.

2. Insert the CD-ROM into your CD-ROM drive.

3. Click the"Start" button and select "Run...".

4. Inthe command line text box, type D:\setup (or whichever letter correspondsto your CD-ROM drive),
then select "OK".

5. Click "OK".

6. Select the FULL-INSTALL ALL FILESbutton inthe 71L CBI Installation Window.

7. Select "YES' to create the Program Manager Group. If the option " Should the new Program Manager
Groups replace existing duplicate groups?' pops up, select "YES'.

8. Select "CONTINUE" to install the Video for Windows.

9. After the Video for Windows installation is complete, you can

select to RESTART WINDOWS or DON'T RESTART NOW.

NOTES:

1. On some CD-ROMs the setup will not appear under the root directory, on these disks you must select
your CD-ROM drive and open the folder to access the set up file. Run the installation procedures on each
individual disk.

2. Whenever you stop the program will automatically insert a bookmark.

If you wish to return where you left off select "YES' to book marking.

3. ALWAY Sinsert a3%2" disk in the A: drive to record progress and results.

USE OF REFERENCESHANDOUTS and INSTRUCTIONAL CD-ROMs: The steps to use
both the references/handouts and the module lessons simultaneously are:

First, open the References and Handouts:

Insert amodule CD-ROM into the CD-R DM drive.

Select START on the Taskbar.

Go tc PROGRAMS

Select 71L CBI and click on the Refer ences and Handouts icon.

The references and handouts will open. Now you may open the lesson.

iSh Bl (8 AL

To open alesson,

1. With amodule CD-ROM inserted into the CD-RROM drive, select START on the Taskbar.
3. Gotc PROGRAMS

4. Select 71L CBI then the module you wish to open.

5. Complete the sian on page.

6. Beginthetraining.

To access the references and handouts with the lesson on the screen, press and hold down the

“Alt” key, thentap the” Tab” key.
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SUMMARY of CHANGE

AR 25-400-2
The Modern Army Recordkeeping System (MARKS)

This regulation combines all policy relative to the Army recordkeeping system.
Specifically, this revision--

o Provides for identification of recordkeeping requirements in prescribing
directive.

o

Replacesmachinereadablerecordsstandardswithstandardsforelectronicand
micrographic records.

0 Adds Privacy Act Systems Notices to applicable records.

o

Identifiesthe National Archivesand Records Administrationauthoritynumber
for disposing of specific records.

o

DeletesappendixesCandD, Whichcross-referencedthe MARKS; andappendixE,
Subject Index.

o

Authorizes local reproduction of DA Forms 543 and 1613. In addition,
authorizes electroic generation of DA Forms 543 and 1613, and Standard
Forms135 and 135A.



Headquarters *Army Regulation 25-400-2
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Information Management: Records Management

The Modern Army Recordkeeping System (MARKS)
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which the Department of the Army is the . )

By Order of the Secretary of the Army: executive or operating agent. This regulatiofterim changes. Interim changes are not
applies during partial and full mobilization. official unless authenticated by the Adminis-
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. o . . Army management control process. pp2g(Recommended changes to Publications
History. This issue publishes a revision ghis regulation is subject to the requirementg,q élank Forms) directly t% Commander, U.

this publication. Because the publication hagi AR 11-2. It contains internal control pro- ;

been extensively revised, the changed portioRgsions but does not contain checklipst %ﬁﬁ‘rmy, Information Systems Command,

have not been highlighted. conducting | i TN: ASOP, Fort Huachuca,
g internal control reviews. The re-y>gs613 5000

Summary. This regulation governs the&ised checklist will be published in a DA '

maintenance and disposition of informatiorCircular 11-series. Distribution.  Distribution of this publica-

in the Army. It implements DOD Directive sypplementation. Supplementation, of this tion is made in accordance with the require-
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Applicability. This regulation applies to the and local forms are prohibited without prior2396, intended for command levels, A, B, C,

Active Army, Army National Guard, U.Sapproval from the POLICY DEVELOPPD, and E for Active Army, Army National

Army Reserve, Reserve Officers’ TrainifgENT DIV, ATTN: SAIS—IDP, HQDA, Guard, and U.S. Army Reserve.
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Secretary of the Army
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Chapter 1 Act of 1950 are implemented in the Federal Information Resources

Introduction Management Regulations (FIRMR) located in41 Code of Federal
Regulations (CFR), Chapter 201; and NARA portions are imple-
1-1. Purpose mented in 36 CRF, Chapter XII, subchapter B. These are, in turn,

The purpose of Army recordkeeping is to properly manage informa-imp|ememed by Army regulations.

tion, from its creation through final disposition, according to Federal [ gections 3301-3314. title 44. United States Code (44 USC

laws and Army recordkeeping requirements. This regulation—  3301_3314), establish the legal basis for the disposal of records of
a. Establishes the Modern Army Recordkeeping Systefe y.S. Government. The U.S. Army Information Systems Com-

(MARKS) as a portion of the Army Information Resources Manage- mand (USAISC), Fort Huachuca, AZ 85613-5000, develops reten-

ment Program (AIRMP). (See AR 25-1.) _ tion and disposal authorizations that meet Army needs and obtains
b. Furnishes the only legal authority for destroying nonpermanent 5pnroval from the Archivist of the United States. Approval by the
Army_information. Archivist is legal authority for the retention and disposal of all

c. Provides life cycle management instructions for the systematic Army records.
identification, maintenance, storage, retirement, and destruction of c. The maximum penalty for the willful and unlawful destruction
Army information recorded on any medium (paper, microforms, damage, removal, or alienation of Federal records is a$2,000 fine, 3

electronic, or any other). : : both (18 U 2071
d. Ensures that the commander and staff have the informationyears in prison, or both (18 USC ):

needed to accomplish the mission; that they have it when and wherg_g Application of MARKS

they need it; that they have it in usable format; and that it is created, 5 MARKS applies to—

maintained, used, and disposed of at the least pos_5|ble COSt'_ (1) All unclassified Army records, including For Official Use
e. Preserves those records needed to protect the rights and 'nterOnIy (FOUO), regardless of media.

tehst? of thef Army and t'ts r}wembgrs azgz fggmgg me(rjntfés,gigdztrose (2) All classified Army records through SECRET.Records that
at are of permanent value. (See —oo an —~21.) are TOP SECRET may be set up under MARKS or in any manner

| f. IEnrsures d(ﬁcordsf”r%lat?dttqnmdatt(:‘rt_sl |trr1]volvte(]3f|_n gdmlnéstratl\t/e O:that will make accountability and control easier. Regardless of the
egal proceedings will be retained unti! the staft judge advocate o arrangement used, however, the disposition instructions in this regu-

e e e e om on Wil be applied to TOR SECRET records.
g y b. MARKS does not apply to—

office space to low-cost storage space. ; . -
P ge sp (1) Record copies of international agreements covered under AR

1-2. References 550-51.
Required and related publications and prescribed and referenced (2) Publications and blank forms stocked for filling requisitions.
forms are listed in appendix A. (3) Reference materials and books in formally organized and
officially designated libraries.

1-3. Explanation of abbreviations and terms (4) Reproduction materials, such as stencils and multilith masters.
Abbreviations and special terms used in this regulation are ex-
plained in the glossary. 1-7. Principles of MARKS

_— a. Within the MARKS system, records are identified and filed
1-4. Responsibilities under the number of the primary directive that prescribes those

a. The Director of Information System for Command, Control,
Communications, and Computers (DISC4) is the function
proponent(FP) for the MARKS. The DISC4 will promulgate policy fo
on recordkeeping practices within the Army and for joint, unified
and specified commands for which the Army has been designate c. Within each record series there is a file number for “general

the Executive Agent. correspondence.” The general correspondence number is the appli-
b. Principal Headquarters, Department of the Army(HQDA) offi- cable record series number, which is derived from the publication

cials are the proponents for all recordkeeping requirements NeCeS_ . i< number. These file numbers do not contain an aloha suffix
sary to conduct business in their functional areas. They will— ' P '

(1) Ensure that their recordkeeping requirements are accuratebg:reasreorf]léretzire divided between "ACTION" and"NONACTION
essential, and current and are contained in the publications thaF pondence. . . . .
d. A distinction is made between retention periods in peacetime

govern how the Army conducts business in their functional areas. : L - .
(2) Ensure that recordkeeping requirements for their functional ah’?d dur|?_g mobilization or the conduct of military operations, where
this applies.

areas are provided to the ODISC4 in a timely manner. ! L .
c. The Director of the Army Staff will accompiish all the respon- & Privacy Act applicability is pinpointed where appropriate. (See

sibilities assigned to the principal HQDA officials for the Office of AR 340_21') NARA aut_hority numbers that docume”‘ the I(?‘gal
the Chief of Staff of the Army. authority for the destruction of the records are provided. f. The*Of-

d. The Commander, U.S. Army Information Systems Command ficé Administrative Housekeeping Files” deviate from this principle
(USAISC), will develop MARKS policy and procedures and main- for convenience an_d_acce_ssmlllty. Housekeeping files are found in
tain and administer the MARKS program for the DISCA4. front of the 1 Administration series and are numbere(_j la through

e. Heads of HQDA agencies and commanders of major Army loo. These_ are r_ecords that develop because an office exists, not
commands (MACOMSs), installations, activities, and units will su- why an office exists.
pervise and manage recordkeeping systems within their agencie
and commands. In addition, those having elements in overseas are
will prepare written contingency plans that provide for th

r?cords be created, maintained, and used.

alp. The file number is the key to MARKS. It identifies the records
r filing and retrieval. MARKS numbers are made up by the pre-
dscribing directive number followed by an alpha suffix.

—8. Unauthorized destruction, damage, or removal of
@cords

withdrawal or destruction of records in hostile or unstable areas.!" cases of accidental loss or destruction of records by fire or other
cause—
1-5. Statutory authority a. Reconstruct as much of the lost or destroyed records as possi-

a. The Federal records Act of 1950, as amended, contains thedle. A series can often be reconstructed from other copies of the
statutory authority for the MARKS program. Government-wide re- information maintained in other elements of the Army.
sponsibility for Federal recordkeeping is shared by the General b. Identify records that cannot be reconstructed on Standard Form
Services Administration (GSA) and the National Archives and Re- (SF) 135 (Records Transmittal and Receipt) at the time that records
cords Administration(NARA). GSA portions of the Federal Records of the same period are transferred to the records holding area
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(RHA).At the time period for these records to be retired, RHA assign the appropriate file identification and disposition instructions
personnel will submit the SF 135 to the Federal Records Centerto all records delivered to the Government. For example—

(1) Contracts to produce statistical analyses will specify the de-
1-9. State of war or threatened war livery of background data that may have value to the contracting

a. During a state of war between the United States and any othemgency or to other agencies.

nation or when hostile action by a foreign power appears imminent, (2) Contracts to produce reports that represent Army policy will
records in the custody of the Army outside the territorial limits of specify the delivery of background data needed to verify assertions
the continental United States may be destroyed if it is determinedor justify conclusions.

that— (3) Research contracts will specify the delivery of background
(1) Their retention would be prejudicial to the interest of the data that have value to the contracting Army agency.
United States. c. Background electronic data and records specified for delivery

(2) They occupy space urgently needed for military purposes andto the contracting Army Agency must be accompanied by sufficient
are without sufficient administrative, legal, research, or other value technical documentation to permit the Army to use the data.
(44 USC 3311). d. A deferred ordering and delivery data clause should be in-
b. Within 6 months of the destruction, forward the following cluded in the contract to acquire any data and records that may have
information to HQDA (SAIS-IDP), Washington DC20310-0107, value to the Army but were not identified in advance.
for notification to NARA:
(1) Description of the records.
(2) When and where the disposal was accomplished.
Chapter 3
Electronic Recordkeeping

Chapter 2 3-1. Overview
frag ; ; a. Army records, regardless of media, must follow the disposition
Identifying Recordkeeping Requirements instructions identified in appendix B of this regulation and comply

2-1. Prescribing directives with the security requirements of AR 380-19. All electronic infor-

a. Proponents of prescribing directives will ensure that Army Mation generated by, or contained in, an automated information
regulations and DA pamphlets identify recordkeeping requirements.SyStem(AIS) must be considered. This includes information con-
Army regulations or DA pamphlets which require users to create tained in Standard Army Management Information Systems
and maintain records must list the MARKS file numbers under (STAMIS), command or installation unique systems, and systems
which users will keep the records. Proponents will identify the Maintained in the office environment. _
recordkeeping requirements these publications prescribe and include P- Information recorded on any medium capable of being read by

a list of applicable file numbers in the reference paragraph or in@ computer satisfies the definition of an electronic record.
appendix A to the publication. c. The disposition of electronic records must be determined as

b. Proponents will review new and revised directives sofarly as possible in the life cycle of the system. The functional

: ; ; : ; : lue and program needs of electronic records dictate the retention
recordkeeping requirements and use this regulation to identify theValL : - o= . ) i -
file numbers under which the records will be kept. The activity period. The MARKS disposition instructions will be defined during

information manager (IM) will assist in this review. Proponents will the _nee_d justification pha;‘.e, mlle_stone_O, and reviewed in the
send requests for new or revised file numbers to HQ, USAISC, revalidation phase of each milestone in the life cycle management of

ATTN: ASOP, Fort Huachuca, AZ 85613-5000. the system. (See AR25-1)

3-2. Judicial use of electronic records

a. Electronic records may be admitted as evidence in court
"’broceedings if their authenticity, accuracy, and general trustworthi-
ness are established. Unless system integrity is established by
thoroughly documenting the system’s operation and the controls
imposed on it, the record may be refused as evidence.

b. To establish the trustworthiness of the official records, imple-
ment procedures that—

(1) Document that similar records generated and stored electroni-

2-2. Unidentified (unscheduled) files

a. Unscheduled records are those records which do not have
disposition schedule approved by the NARA. The USAISC obtains
NARA approval for disposing of records and publishing disposition
instructions in appendix B of this regulation.

b. Records not identified or described in appendix B, will be
brought to the attention of the IM who will assist in obtaining a
valid file number. New file number requirements or changes to

existing file numbers will be submitted to the proponent of the .y are created by the same processes each time and have a
prescribing directive which created the need for the file number. gionqardized retrieval approach.

Proponents will forward approved recommendations as specified in 2y gypstantiate that security procedures prevent unauthorized ad-

paragraph 244 . , dition, modification, or deletion of a record and ensure system
¢. Local IMs will establish a temporary file number based on the pyotection.

number of the prescribing directive and general format in appendix™ (3) |dentify the electronic media on which records are stored
B. The disposition instructions will read, “Retain in CFA until = throughout their life cycle, the maximum time span that records
disposition instructions are published in AR 25-400-2, MARKS.” remain on each storage medium, and the disposition according to
the MARKS file number in this regulation.

c. Coordinate implementation procedures for electronic records
th the local legal staff.

2-3. Contractor records
Records management oversight of a contractor’'s records is neces,;
sary to ensure that all long-term recordkeeping needs are met ac-
cording to appendix B. 3-3. Planning new or enhanced AlS

a. Contractors performing congressionally mandated programa. Records management requiremedts.new or enhanced AIS
functions must create and maintain records to document these prowill include records management requirements when system plan-
grams. The contract must include requirements for the delivery ofning is initiated and throughout subsequent milestones during the
all pertinent documentation of contractor program execution. life cycle of the system.

b. Many other types of contracts involve the creation of back- b. Evaluating potential systes.a minimum, Information
ground data that may have value to the Government. WhenevemManagers (IM) and FPs should evaluate potential systems to deter-
appropriate, agency officials should require the delivery of such mine recordkeeping requirements. Questions designed to aid in this
background data in addition to a final product. The contractor will evaluation are at table 3-1.
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c. Data files.Systems that produce, use, or store data files will Requirements Study (IRS) to which the system relates and cite any
comply with the requirements of this regulation. In addition, the statutory requirement(s) or directive(s) that prescribe the mission or
appropriate disposition instructions for the data must be incorpo-program.

rated into the system’s design. (4) Proponent.Show the Army or command functional and sys-

d. All other files. Systems that maintain the official copy of tem design proponent and their respective addresses, telephone num-
documents on electronic media will, at a minimum: bers, and location of the program personnel who can provide
(1) Provide a method for authorized users to retrieve documentsadditional information about the program and system supporting it.
such as an indexing, key word, or text search system. (5) Purpose.Indicate the reasons for the system and the require-

(2) Provide a level of security to ensure integrity of thements met by it.
documents. (6) Data/information input and sourcefescribe the primary

(3) Provide a standard interchange format when necessary to perinput sources and providers of the data/information to the system.
mit the conversion or migration of electronic documents from one provide the names of all systems from which this information sys-

system to _another. _ N _ ~ tem receives input.
(4) Provide for the disposition of the records during the creation  (7) Major output. Show the system’s products and the frequency
of the record. of their preparation. For example, reports, charts, graphic displays,

or correspondence — prepared weekly, monthly, or annually. Rec-
ommend retention periods for each of these products in light of the
overall system. If the information is transferred to other systems,
indicate the additional file retention requirements.

3—-4. Documentation
Current documentation will be maintained on all AlS.

a. All electronic records must be accompanied by documentation
sufficient to ensure that the information is accessible and usable. (8) Other. Indicate the main subject matter, inclusive dates, the
Minimum documentation consists of identification of the software ) o Iy . !
programs and operating systems used to create the documents to th date cycle_s or conditions and rules for adding, changing, or delet-
extent that the technical specifications, file arrangement, contents,I 9 |r_}_fr(])rmFa;|on. ible for AIS and IMs at MACOM | | will
coding and disposition requirements of the files can be determined. ¢. 1he responsible for an S & evel wi

Programs and system documentation must be maintained for as lon G!”date retention periods of the information generated by, or con-

as the related information is retained. !ned in, information systems in accordance with appendix B of

b. Review documentation to determine if it— this regulation.

(1) Adequately specifies all technical characteristics necessary for.
reading or processing the records.

(2) Identifies all inputs and outputs of the system.

(3) Provides an audit trail of changed or deleted information and
the correct MARKS disposition of the informational content and
use.

(4) Defines the contents of the files and records.

(5) Clearly states the purpose(s) and function(s)of the system.

c. The appropriate MARKS identification and disposition must
be assigned to all electronic records at the time of creation.

d. Documentation for Army AIS that produce, use, or store dataI than 30
files will be maintained up-to-date in accordance with applicable ess than years. . . .
technical bulletins and standards. (4) L = Long. Records with disposition schedules of more than

e. Minimum documentation of tapes being retired to a Federal 30 years but I_e§s than perme_ment. . .

Records Center (FRC) or NARA will include— (5) I = Indefinite. Records with a disposition schedule based on

(1) A narrative description of the file(s). the occurrence of a special action and/or e\_/e_nt. _

(2) Physical file characteristics. (6) P = Permanent.Records t_he_it the Archivist of the U_nlted _

(3) Recording mode information, including the coding structure States has degmed to have sufficient value to warrant their contin-
(code books), recording system information. ued preservation by the NARA. o _

(4) A record layout. The record layout should break down the file . C: Records will be reviewed at least annually.Those with disposi-

by fields. Each field will have a name, size, starting position, and ation code categories of— ) o
description of the form of the data (alphabetic, zoned decimal, (1) Temporary, short, medium, and long-term which are eligible

3-6. Disposition of electronically stored information

a. The disposition schedule for electronic records will be the
same as those for other types of records as found in appendix B.

b. To simplify handling and storage, electronic records will be
assigned to the following categories based upon approved disposi-
tions in this regulation—

(1) T = Temporary.Records maintained for 2 years or less.

(2) S = Short.Records maintained for more than 2 years but less
than 10 years.

(3) M = Medium.Records maintained for more than 10 years but

packed decimal, or numeric). for destruction will be purged. Other records will be transferred onto
the most economical storage medium appropriate for the respective
3-5. Retention standards disposition schedule. These records may be retired to an installation

As with any other media, the originator of the record does not information processing facility (IPF) or FRC, as appropriate, in
determine when to destroy the record. The office of record mustaccordance with the provisions of this regulation.

ensure the retention of the electronic records and their documenta- (2) Indefinite will be reviewed to determine if the special action
tion for as long as the Army needs them. This means that the IMor event that established a finite destruction date for the particular

must— record has occurred. When the event happens, the usefulness of the
a. Apply the disposition standard in accordance with appendix B record has ended and the record can be destroyed. If the event is
of this regulation. part of a combination time-event disposition schedule and the event

b. In addition to the procedures for unidentified files in chapter 2, has occurred, the disposition will be changed to the temporary,
the FPs for AIS must submit the following information to HQ, short, medium, or long disposition code category as appropriate.
USAISC, ATTN: ASOP, Fort Huachuca, AZ 85613-5000, to fulfill (3) Permanent will be retired to the appropriate FRC as soon as
NARA requirements— the record becomes inactive or when the organization can no longer
(1) Name of the systenmdicate the commonly used name and provide proper care and handling of the medium to guarantee its
acronym of the system. For example, Standard Army Finance Syspreservation. Permanent electronic records being accessioned
tem (STANFINS), Army Civilian Personnel System (ACPERS), and directly into the National Archives require prior coordination

Standard Army Intermediate Level Supply System (SAILS). through HQ, USAISC, ATTN:ASOP, Fort Huachuca, AZ
(2) System control numbeBystem Identification Code or inter-  85613-5000, to HQDA (SAIS—-IDP), WASH, DC20310-0107 to
nal number assigned to the system for control purposes. avoid any technical transfer problems.

(3) Functional area.Show the business process and Information
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3-7. Unidentified (unscheduled) electronic records not cover records that are created electronically only as a means of
a. Electronic records unidentified (unscheduled)in this regulation producing hard copy documents.

will be brought to attention of the FP for further processing. a. Requests to store information on optical media other than the
b. The procedure for obtaining authorized disposition instructions Write-Once-Read-Many must be forwarded through command chan-

of electronic records is similar to scheduling any other media, suchnels to HQ, USAISC, ATTN: ASOP, Fort Huachuca, AZ

as paper or microform. 85613-5000 for approval.
_ b. Nonpermanent record material may be stored on optical media
3-8. IPF master files of data systems until their authorized disposal date. Unless there are legal, audit, or

Master files traditionally stored on magnetic media in an IPF.These compelling operational restrictions, source documents of such tem-
files are relatively long-lived computer files containing an organized porary records may be destroyed after copying to optical disk. Me-
and consistent set of complete and accurate data. Systems mayia care procedures are addressed in paragraph 3-12.
contain two or more master files which represent the system'’s vari- ¢ permanent records stored originally on optical disk must be
ous output products. Each of the master files or output products mayonverted to paper, microform, or magnetic tape prior to accession-
require different processing and different dispositions. ing into NARA. Permanent source document records will not be
a. Statements giving the retention requirements of master files destroyed after copying onto optical disk without prior approval
are usually expressed in terms of numbers of versions, cycles, ofrom HQ, USAISC, ATTN: ASOP. Because of the hardware and
other periods of time which may be based on the occurrence of ansoftware dependence of current optical disk systems and the absence
event.The FP must propose the length of time data files should bexf standards that ensure the portability of data from one system to
kept. This time period must be consistent with the considered func-another, NARA will not accept permanent records stored on optical
tional value and administrative needs. The proposal will, at a mini- gisk.

mum, address— d. Unless there are legal, audit, or compelling operational restric-
(1) The last master file, that is, upon termination of its use or tions, permanent information may be stored on magnetic tape or

termination of the information system. disk. Permanent electronic records transferred to NARA or an FRC
(2) Superseded data by cycles or versions. must comply with NARA requirements outlined in paragraph 8-13

(3) Duplicate files kept for security backup or historical value. If e Media and systems selected to store electronic records
the data proves to have historical value or greater research utilitythroughout their life cycle will meet the following requirements—

than similar information scheduled in appendix B, the FP will fol- (1) Permit easy retrieval in a timely fashion.

low the procedures established in paragraph 3-4. (2) Distinguish between record and nonrecord material.
b. Master files are addressed by three different categories—  (3) Retain records in a usable format until their authorized dispo-
(l) Current Master File (CMF).The CMF is the system’s most sition according to this regu|ation_

recent version. Examples of CMF are shown below— (4) Permit concurrent read-only multiple users.

(a) System "A” retains student enrollment information and is  (5) Allow permanent records to meet NARA requirements when
updated on an annual cycle. Each year student information is Upthey are retired to an FRC or NARA. Magnetic tape is the recom-
dated by additions, deletions, or address changes. The 1990CMF ofyended electronic storage medium for permanent records.
this system lists currently enrolled students and current home ad- f Floppy disks will not be used for official records to be retained
dress, and other related information. This CMF does not reflector |onger than 2 years.
students enrolled in 1989; nor does it reflect a student’s prior home
address which was changed during the 1990 update. Thus, the CMB_10. Records integration
does not accumulate all transactions. a. Official electronic records may need to be integrated with

(b) System “B” retains a continuous accounting of supply items those of other media. As far as possible, limit the use of media, for
purchased by an organization; it is updated on a monthly cycle.example, paper and floppy disks, for parts of the same record.Where
Each month the system is updated by additions only. The Septembesimilar records that would normally be grouped together, that is,
1990 CMF of this system lists items purchased during the Septemcase files, are on mixed media, provide for as much integration of
ber1990 and also prior month transactions. Although this CMF is the records as is possible or practical by converting all the records
updated monthly, it may be considered as a “add-on” data baseo a single media, either all paper or all electronic. Incoming paper
which accumulates all prior transactions. records may be digitized by use of traditional optical character

(2) Prior Master File (PMF).The PMF is the previous iteration reader (OCR) if signature authentication is critical. Otherwise, they
of the CMF. Normally, the PMF may be deleted after information may be scanned using other appropriate scanners, for example, intel-
has been transferred to the master file and verified unless there is figent character recognition (ICR), raster, or bit-mapped. Merge
legal, audit, or compelling operational purpose. The FP determinesscanned records with their related electronic records. If appropriate,
the number of cycles critical to the retention of the previous masterelectronic records may be printed on paper or converted to another
file. The retention period of this file may become extremely critical medium.
when equivalent information does not exist elsewhere. Examples are b. When it is necessary to keep related records on different me-
shown below— dia, the records may be cross-referenced to the related stored re-

(a) The PMF of System “A” (1989student enrollment informa- cords. Cross-referencing records on mixed media will provide easier
tion) is destroyed upon each update cycle and is not retained elseretrieval of the entire record. Provide sufficient information for
where. Thus, 1989 and prior year student enroliment information retrieval, such as: name of the record or file, security classification,
has been lost through update processing. file code, disposition grouping code to ensure correct disposition of

(b) The PMF of System “B” is also destroyed upon each update the electronic record, type of media related record is on and its
cycle. However, because this system accumulates all prior month'docation, system and/or program name (including version number),
transactions by“adding on to the CMF,” no information has been name of the functional office, and office symbol. Ensure the File
lost. List identifies all electronic records and where they are located (see

(3) Security back up or historical fileThis file duplicates the table 5-1).

CMF and/or the PMF for audit, legal, compelling operational pur-
poses, or as support to reconstruct a master file in the event data has-11. Managing records stored on electronic media

been lost or damaged. a. Electronic records require the same levels of protection as any
other media. Proper management provides for economic, efficient,
3-9. Selection of electronic storage media and reliable maintenance, retrieval, preservation, storage, and sched-

This section addresses official records stored electronically. It doesuled disposition of the information. All personnel must comply with
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the Army records retention schedule in this regulation when dispos- (2) Do not flex or fold diskettes. Avoid bending when loading
ing or erasing media that stores the only copy or the official copy of and unloading the disks to or from the drive. Although the envelope
the record. may recover, the internal media may have permanent damage.

b. Retrieval of information created and stored electronically relies  (3) Do not use rubber bands or paper clips on the diskette or its
heavily upon proper labels and indexing. Accurate and completeenvelope. The rubber band may cause the disk to remain bent
information is essential to ensure personnel can identify the contentgermanently after storage. the paper clip may emboss the media and
of individual electronic media; retrieve information stored ocause permanent loss of the record. If manually labeling, always
them;and preserve the record from unintentional or illegatite on the external label before it is applied to the disk. If using
destruction. the original label, use a soft, felt tipped pen with permanent ink.

(1) For external labels for floppy disks include the originating Ball point pens or pencils can emboss the surface and cause perma-
office symbol, title, disposition grouping code for the record, de- nent surface defects and loss of the record.
scriptive title of the contents, Privacy Act System Notice Number if  (4) Never erase the external label. Erasures can be a source of
appropriate, begin and end dates, classification, specific softwarecontamination and the eraser particles could cause “head crashes.”
and version used to create the information (for example, LOTUS Use a felt tipped pen to cross out previous information.Remove and
1-2-3, Release 2.01, Multimate Advantage Il, version 1.0), andreplace the label when it's full. Do not paste a new label over the
hardware on which it was produced (for example, 360k or 1.2m diskold one. This can weight down one side of the disk in the drive. Do
drive). The disposition instructions assigned to a diskette must re-not cover the flexible disk holes with the new label.
flect a disposition equal to that of the record stored with the longest (5) Keep magnets of any kind at least 1 foot away.Magnets will
retention period on the diskette.Include the disk density, type, anderase the records. These include, but are not limited to, magnetic
version of operating system and software used to create the informawatches, bar magnets found in offices and other work places, coat
tion. If using the floppy disk as a working or reference copy of the and picture hanger magnets, flashlight magnets, magnetized screw-
official record that is stored elsewhere, indicate on the label that thisdrivers, telephones, and telephone wires.
is a reference copy only and the information can be erased when no (6) Store diskettes vertically in their jackets, preferably in a hard
longer needed. Before affixing the label to a disk, make sure it hasplastic container. Store at temperatures between 50 and120 degrees
sufficient information to identify the data, find it, and dispose of it. Fahrenheit. Keep diskettes away from heat sources such as radiators,

(2) Specific guidance for external visual identification of mag- heaters, and window sills.
netic tapes and similar media (for example, cassettes and cartridges) (7) Use only tabs supplied with the disks to cover the write-
is prescribed in TB 18-107. protect notch on the disk envelope. Do not use any tab material that

(3) Other external labels will be used, as required, on guide leaves a sticky residue. Write-protect the record as required. Do this
cards, containers for floppy disks, cassettes, tapes, or other physicdly attaching a tab at the notch ék&nch diskettes and by moving
media, as appropriate. Show the disposition grouping code on thehe metal strip on 38-inch diskettes.
label for the record copy. (8) Store the backup copy of a master diskette in an alternate

(4) All electronic records require a unique name in order to location.
retrieve the record. The design of each computer operating system (9) When mailing or carrying diskettes in a briefcase, protect
determines how physical file names should be entered into thatthem from damage and temperature extremes by using special
system. The common length for a file name is eight characters withsturdy envelopes.
extra characters for the extension. Some systems allow much longer (10) Do not insert wet disks into the disk drive.Even when dried,
file names, others do not use file name extensions, and still otherghe residue may cause damage by transferring foreign matter on to
are icon-based. Because of the variety of systems and softwarethe drive heads which could damage future disks. Discard the dam-
activities should establish easily understandable and standardize@ged diskette and use the backup copy.
file naming conventions, particularly where official records are in a  (11) On-line storage with hard disks — A good portion of the
multi-user environment. information resident on hard disks is in the form of software pro-

(5) Whether an index is stored electronically or printed out, it grams such as DOS, word processing, spreadsheets, or
should include, in sequential order, the abbreviated subject, thedatabase.Because of the large volume of information on the hard
document identification, the addressee, the date finalized, and identidisk, it is important to keep the software program and the records it
fication of the disk on which it is stored. An abstract of the docu- creates separate. Hard disks require a certain amount of housekeep-
ment may be useful. ing, as well as management of the official records stored on the

c. Army work processed on employee-owned computers is the disk, which in this case is in the form of space management, index-
property of the Army. The official copy of Army records will not be ing, and retention management.

stored on personally-owned computers. (12) Hard disks in some microcomputers must be specially
treated whenever the computer is moved (that is, a ship track must
3-12. Media care and maintenance be done to allow the read/write head to rest safely on the disk).

a. Media care and maintenance is of paramount concern to ensurelso, disk failures may occur when the microcomputer receives a
the long term preservation of electronic records. Because magnetidot of vibration.Another area of concern is in reformatting the hard
media is fragile, use extreme care to prevent the loss of informationdisk. Reformatting erases all data from a hard disk and prepares it
due to careless handling. Improper handling is the most commonfor a new use. If a user mistakenly reformats the hard disk, every-
cause for magnetic media failure, either because of contamination othing on the hard disk is erased.
physical damage. Care and maintenance standards are as follows: (13) When storing records on hard disk, always back them up on

(1) Do not use floppy disks for official records to be retained for diskette, magnetic tape, an approved optical system, or removable
longer than 2 years. In addition to the manufacturer's instructions, hard disk each time the record is updated.
the precautions below will be followed: (14) Storage of records on a removable hard disk are subject to

(a) Maintain a clean work environment.Contamination of the disk error or even deletion if anything having a magnetic force is placed
surface is a serious cause of loss of the record.Abrasive materialgiear the hard disk. When processing or temporarily storing official
(such as dust, including paper dust), pencil eraser debris, and similaglectronic records on removable hard disks, provide external labels
substances commonly cause contamination. for them that contain the same information as diskettes. Use the

(b) Avoid finger contact with exposed media surfaces. Finger- more stringent or either the manufacturer’s instructions or the proce-
print oils and dirt can contaminate the media surface.Touching thedures in TB 18-107for immediate access storage (IAS) devices that
exposed areas can erase or distort the record. will store the official record copies of electronic records. Immediate

(c) Always return the diskette to its protective envelope after use. or direct access storage devices may include disks, removable hard
This prevents contamination and physical damage to the diskettesdisks, disk packs, drums, and diskettes.
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b. Environmental requirements for storage and test areas for com-3—14. Electronic records transfer and retirement
puter magnetic tapes containing official long-term, unidentified, and 3. |nformation stored in or generated by information systems and
permanent records on magnetic tape are found in TB18-107. Storgjectronic records stored in functional offices will be cutoff in ac-
age and test areas for such tapes will, in addition to the requiregrgance with the retention schedule in appendix B.Installation
ments of TB 18-107, be kept according to National Institute of piiag are not required to maintain temperature and humidity levels

Standards and Technology (NIST) standards of a constant temperaéufﬁcient to meet NARA environmental standards. For that reason,

ture of 62 t068 degrees Fahrenheit; and a constant relative hum'd'tymagnetic and optical media will not be stored in Army RHASs.
of 35 to 45 percent.

- . S . These records will be stored in an environmentally controlled area.
c. Where official records on magnetic tape are maintained in y

office areas that do not conform to these temperatures and humidity P- FRCs can provide proper environmental storage conditions for
standards, store the magnetic tapes at the correct temperature in @ectronic media; however, they do not have specialized equipment

refrigerator or cooler. to provide the maintenance needed to ensure the retention of data on
d. The IMs will include these locations, as well as off-site storage magnetic tape.
areas, in their scheduled assistance visits. c. Electronically stored information with a disposition of more

e. Quality control of magnetic tapes that store records retainedthan 2 years but less than permanent will be stored in the servicing
for 8 years or longer, unidentified (unscheduled) records, or records|PF instead of the RHA for the length of time prescribed in appen-
scheduled for permanent retention is essential. dix B. The IM retiring the records will oversee records labeling to

(1) Tape testing.The IPF shall certify new magnetic computer ensure rapid retrieval to meet Freedom of Information and Privacy
tapes no more than 6 months prior to using them to store electronicact requests. Label identification must include—

records that are unidentified, long-term, or designated for permanent
retention. This test should verify that the tape is free of permanent
errors and complies with NIST or industry standards.

(1) If applicable, the Privacy Act System of Records Notice
Number from DA Pam 25-51 must be included.

(2) Rewinding.Coordinate with the IPF to rewind, under con-  (2) Name, title, and telephone number of the organization IM
trolled conditions, all tapes containing unidentified, long-term, or @uthorizing the retirement.
permanent electronic records everyy@ars. (3) Name and office symbol of the originating office.

(3) Reading.Read a 3 to 7 percent statistical sample of all reels  (4) File title and applicable MARKS number.
of magnetic computer tape containing the official copy of these (5) Month and year the records are to be deleted or erased.
records to identify any loss of data and to discover and correct the d. When the oraanization can no longer provide oroper care and
causes of data loss. In tape libraries with 1800 or fewer reels, a 2(?1 ldl' £ th 9 h il b fgf] 3 NApRApf di
percent sample or a sample size of 50 reels, whichever is larger, andling of the tapes, they will be offered to for direct
should be read. In tape libraries with more than 1800 reels, a Samp@ccessmn.P_ermanent _electronlc_ reco_rds belng apcessmned directly
of 384reels should be read. Tapes with ten or more errors should b&© the National Archives require prior coordination through HQ,
replaced, and when possible, lost data shall be restored. All othedSAISC, ATTN: ASOP, with HQDA(SAIS-IDP) to avoid any
tapes which might have been affected by the same cause (that igechnical transfer problems.
poor quality tape, high usage, poor environment, improper han- e. Documentation of tapes being accessioned directly into the
dling), shall be read and corrected as appropriate.lt may also beNational Archives must include as a minimum, a narrative descrip-
necessary to rewrite the information because of changing technologytion of the file(s), physical file characteristics, recording mode infor-
or aging of tapes. mation, including the coding structure, recording system

(4) Recopying.Magnetic and optical media are not expected to information, and a record layout. The record layout should break
retain data or information in a readable state any longer than 10gown the file by fields.Each field will have a name, size, starting
years. Information must be recopied onto tested and verified tapesposition, and a description of the form of the data (alphabetic, zoned
before the end of the 10-year cycle. decimal, packed decimal, or numeric).Label tapes externally with
3-13. Inventory of electronic records and information the name of t_he organization responsible _for the o!ata, file titlt_a(s),
systems dates of creation and coverage, the recording density, type of inter-

To ensure systematic management of information as a resource, thBal 1abels, and so forth. 36 CFR part 1220 contains further details
Army must have accurate and comprehensive knowledge of scope®n required documentation.

purposes and functions, uses, and legal, regulatory, or other external f. Currently, permanent electronic records being accessioned
controls.Collecting, aggregating, and maintaining this information directly into the National Archives will be on one-half inch, seven
about electronic records and information systems constitutes an inor nine track tape reels, written in American National Standard

formation systems inventory. _ _ ~ Code for Information Exchange (ASCII) or Extended Binary Coded
a. Army-wide or command unique systems will be reported in Decimal Interchange Code (EBCDIC), with all extraneous control
the Sustaining Base Software Application Inventory. characters removed from the data(except record length indicators for

b. The IMs at all levels will use the Sustaining Base Software yariable length records, or marks designating a datum, word, field,
Applications Inventory as an aid in identifying information stored pjock, or file) blocked no higher than30,000 bytes per block, at 800,

electronically for their command and provide records management; gno or 6250 blocks per inch (bpi), or the NARA standard in effect
oversight to ensure timely disposition. at the time of accessioning.

¢. The record copy of information stored electronically solely for g. The organization IM must coordinate with the installation IPF

use in a functional office will be identified on the office file list for detailed Ki fil ) d shiobing instruct i
according to chapter 5. or detailed packing, file conversion, and shipping instructions to
ensure adequate precautions are met.
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Table 3-1

Questions to aid the IM and FP in establishing recordkeeping requirements

Issue

Questions

Action

Purpose

Will the information support the mission of the FP?

Are there multiple purposes and, if so, will there be var-
ying retention requirements?

Identify the prescribing directive(s) the information will support.
Relate the prescribing directive(s) to the MARKS number in ap-
pendix B.

Vital records

Is the information in the system a vital record?

Ensure the system has mobility, effectiveness, survivability, con-
tinuity of operations and ensure the system capacity during
peace, mobilization, and war is identified and documented.

Inputs

What inputs are needed and how long should they be
retained?

Are they needed for legal or audit purposes?

Ensure that the description under the associated MARKS num-
ber includes this input material and that the retention period is

consistent with stated legal, audit, or operational requirements of
the AIS. Input records have particular audit value which must be
determined by the FP. Generally, input records are categorized
as feeder reports for versions, cycles, or other time or event dis-
positions.

On-line retention

How long does the information need to be kept on line?

Are on-line retention requirements shown on the unit
records or data sets?

Ensure that the proposed retention period is reasonable and
consistent with the stated functional or administrative value of
the AIS. The assigned retention should reflect a time or event
disposition. On-line electronically stored information is directly
accessible for immediate processing.

Off-line retention

If the function no longer needs the information on-line,
does it need to be retained off-line?

For how long?

Based on a defined time or event or combination of both, the re-
cord will become inactive and the disposition must state whether
the information will be retained permanently or be deleted after a
specific length of time.

System design inte-
gration

Can requirements for retention and disposition of infor-
mation be integrated with systems design and opera-
tions; for example, with update procedures, regular
backup operations, creation of history files, subset files,
and public use data sets?

Ensure that this requirement is included in the database specifi-
cation as part of the applications software capability.

Outputs

What will happen to all the information (reports, tables,
charts, graphic displays, catalogs, or correspondence)
generated by the sytem?

Ensure that the output products are identified in the appropriate
MARKS number, if not, the IM will assist the FP, as required, in
identifying this requirement to HQ USAISC, ATTN: ASOP.

Information integrity

Are multiple copies of the information needed?

Do all media need to be maintained for the same length
of time?

What will happen to the different media, and when?

How will the integrity and authority of the information be
assured?

Ensure that the disposition under the appropriate MARKS num-
ber identifies and distinguishes the action and information loca-
tions and specifies a deletion, transfer, or retirement period con-
sistent with the functional or administrative value of the record.

Privacy Act

Is the system subject to the provisions of the Privacy
Act?

Is the system subject to inter-agency sharing under the
provisions of the DODD 5400.11-R?

If yes, ensure the appropriate MARKS number reflects a Privacy
Act System notice number. If a notice number is not indicated,

or, the information is not included in the system notice, the IM

will assist the FP in developing or altering an existing system no-
tice according to AR 340-21.

If yes, the IM will initiate coordination with the Privacy Act official
to ensure the sharing is included in the routine use of the system
notice. If the sharing is not identified, the IM will assist the FP in
developing an altered system notice.

Documentation

Who is responsible for maintaining up-to-date authorita-
tive documentation of the system and the information in
an emergency situation?

Where will the documentation be maintained?

Types of required managerial and technical documentation are
identified in AR 25-3. Responsibility for preparation of each doc-
ument type is identified early in the project life cycle. Some docu-
ment types are the responsibility of the development group;
others, the user group; and still others are prepared jointly. While
both groups may work together on some document types, one
the groups should be identifed as having primary responsiblity.
Documentation will be maintained with the AIS throughout its life
cycle. Disposition will be the same as the AlS in appendix B.
Managerial and technical documentation not identified in appen-
dix B will be brought to the attention of the FP for further proces-
sing.

Long-term storage

Which media containing the record must be preserved
for long-term operational needs or for archival pur-
poses?

Some electronic records may be integrated with records of other
media during their active stage. When the information becomes
inactive or the project is terminated, conversion to a single me-
dia; for example, all paper or all electronic, may be feasible. See
paragraph 3-11 for additional guidance.
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Chapter 4 label will be placed on the container. Multiple microfiche documen-

Micrographic Records ting a single action would normally be put into a single microfiche
envelope.

4-1. Record copy microforms )

Micrographic systems should be designed so the microform servet—3. Inspections

as the record copy. Exceptions are permitted if this is not practical & Permanent and unidentified (unscheduled)recdreord cus-
or cost effective. todians will inspect master films of permanent records when the

a. Identifying the record copy. records are 2 years old and every 2 years thereafter until they are

1 R d ted f hard d aitts. ori transferred to an FRC or to the National Archives.

. 1) Records created from hard-copy source documeliis. orig- (1) Microforms cannot be accepted for deposit with the National
inal (first gengratlon) microform becomes the reqord copy and theArchives until the first inspection has been performed.
hard-copy original may be destroyed. Do not retain duplicate record

; E: hat th icrof d bsti for th (2) Inspection will include determination of aging blemishes,
copies. Ensure that the microforms are adequate substitutes for thg,raaging resolution targets, density remeasurement, and certifica-

original records and serve the purpose for which such the record§jgn of environmental conditions in which microforms are
were created or maintained. Copies must be complete and contaif,aintained.

all information shown on the originals. (3) Results of inspections will accompany records being trans-

(2) Records created without hard-copy source documélitsen ferred or retired, and will include—
microforms are created by computer output microfilm (COM) with-  (a) Description of records tested (title, number, or identifier for
out hard-copy source documents, the original (first generati@akh unit of film, security classification, or other data identifying the
microform becomes the record copy. records).

(3) Reports media list (RMLJhe RML includes STAMIS (b) Date of inspection.
reports designated COM only. Their generation as dual media prod- (c) Defects found and corrective action taken.
ucts is not authorized. Request for exceptions to this policy must be (d) Identification of deteriorating master microform that will be
approved by the Program Manager, Computer Output Microform, replaced with a silver duplicate. The duplicate film is then subject to
ATTN:ASQB-IIS-P, Stop C-55, Fort Belvoir, VA 22060-5456. the 2-year inspection requirement.

b. When microforms are the record copy— b. Temporary recorddnspection procedures described above are

(1) Permanent information must be recorded on silver-haliggeommended.
microform that meets Federal Standard No. 125D. Other types of
microform are not acceptable for permanent information. For re-
co_rds Wh'.Ch do not have a permanent retention requirement, thediazo or vesicular copy is either retired to the appropriate FRC for
original microform can be either dry silver or silver-halide, which- 561 offer to the National Archives or, in coordination with
ever is the more efficient and economical filming process. USAISC, ATTN: ASOP, offered directly to the National Archives.

(2) They must be an acceptable substitute for the original recordstne disposition instructions for file numbers in this regulation give
and must meet prescribed archival quality standards. The Director Ofguidance in those cases where a direct offer to the National Ar-
Information Management (DOIM) or local IM will ensure that film  chjves is standard practice.

Samples are tested |0ca||y or are fOrWarded to a Central faC|I|ty b. Nonpermanent record@ispose of the microforms per the
designated by the Army for testing. disposition instructions in the applicable file numbers in this

(3) They must meet all legal requirements imposed on the re-regulation.
cords of the Federal Government and must adequately protect the c. Other microform copiesDispose of these microform copies
rights and interests of both the Army and any soldiers, dependentswhen no longer needed for current operations or reference.
or employees that they affect. They must contain all of the recorded d. Disposition of source information from which microforms are
information shown on the original documents. Records made by produced.
photographic, photostatic, microfilm, microcard, or another process (1) Permanent recordsnstructions for destroying permanent
which accurately reproduces or forms a durable medium feource records converted to microform are found within applicable
reproducing the original are considered legal and may be admittedfile numbers in this regulation. Permanent or uniden-
as evidence. tified(unscheduled) source documents may not be destroyed until

(4) Copies may be produced for daily use and reference purposesaPproved by NARA.Coordinate further requests for recording mode
Silver halide original and silver halide duplicate microforms serving information, including the coding structure, recording system infor-

4-4. Disposition of microforms and source information
a. Permanent record€One silver-halide microform set and one

working copies. the file by fields. Each field will have a name, size, starting posi-
tion, and a description of the form of the data(alphabetic, zoned
4-2. Storage requirements decimal, packed decimal, or numeric). Label tapes externally with

Permanent record microforms and record microforms with a reten-the name of the organization responsible for the data, file title(s),
tion period of 10 years or more must be stored under the following d&tes of creation and coverage, the recording density, type of inter-
conditions— nal labels, and so forth.

a. Microforms stored in roll form will be wound on cores or reels (2) Nonpermanent recordispose of nonpermanent source doc-

made of noncorroding materials such as nonferrous metals or iner{"m?.nts afte(; vgrification that the microforms meet the appropriate
- ; ; quality standards.
plastics. Other metals may be used if they are coated with a corro e. Indexes to record systermispose of indexes with the records

sion-resistant finish. Plastics and coated metals that may exude[0 which they relate

fumes during storag_e will POt be. usfed. i £ f. Record copy microforms for transfer or retiremeBécause of
b. Storage containers for microforms will be made of inegqir composition, record copy microforms require the following

materials such as metal or plastic. The containers will be closed togpecial care and protection when being transferred to an RHA or
protect the microforms from environmental impurities and improper (atired to an FRC—

humidities.Containers will be arranged, identified, and indexed so (1) Do not mix one type of microform (silver halide, diazo,

that any record within the container can be found. vesicular, or dry silver) with another type in the same box.Boxes
c. Microforms will not be stored in the same room with nonsilver used to retire the microforms must either be lined with an inert

gelatin films. Nonpermanent microform records can be safely storedplastic material or must be of acid-free construction.

under the same conditions as most paper records. (2) Pack a partially filled box of record copy microforms with
d. Depending on the type of microform being identified, a file either an inert plastic material or acid-free paper. Do not mix record

8 AR 25-400-2 « 26 February 1993



copy microforms in the same box with paper records. Pack them (3) Documents with various dates relate functions to other sub-
separately. functions or actions.

(3) Specify on the SF 135 that records are on microform when (4) Documents have been changed from one file number or sub-
transferring or retiring them. See chapter 9 for specific instructions division to another file number or subdivision.
for completing the SF 135 and shipping container specifications. c. File bulky material in storage equipment suited to its size. This

material may be maintained in file nhumber, serial number, or date

4-5. Technical assistance order. Keep a cross-reference to the bulky material in the regular
The U.S. Army Information Systems Software Center, ATTN:A- office files. The cross-reference must identify the bulky material and
SBI-IS, Fort Belvoir, VA 22069-5456 is the USAISC organization related documents, and show storage locations and file numbers. A
tasked to provide technical support and guidance for implementingcopy of the cross-reference prepared for the regular file can be
new or improving existing document imagery projects. attached to the bulky material to serve this purpose.

5-6. Recordkeeping supplies
MARKS supports the conservation and use of all files supplies and
Chapter 5 equipment in accordance with AR 700-9. Supplies available from
Filing Procedures the Federal Supply Schedule or an administrative self-service sup-
port center will be used to maintain records.
5-1. Maintaining information .
Effective files maintenance and reference procedures are essential t8—7- Use of guides and folders o .
document the Army’s official business. This chapter contains proce- & USe guides to divide files and to identify subdivisions to ease

dures for maintaining Army information. filing and retrieval. , ,
b. Use folders to consolidate, retrieve, and protect the records.

5-2. Inspecting records c. Stamp the file folder with the classification per AR 380-5.
Prior to filing, inspect the document to ensure all actions have been
completed and eliminate unnecessary attached material, (such as --. . > .

fficials who perform duties for more than one organization will

used envelopes, routing slips which bear no essential information,.dem.fy the records created in each capacity and maintain them
and extra copies). ldentify incomplete actions to ensure that they ard : ! pacity intal

followed up and that the file will not be prematurely cut off. If separat.ely..ExampIes of situatiorjs requiring separate recordkeeping
action is complete, but essential documentation is missing, try pdré @ division commander who is also an |nstal_lat|on commgnder, a
obtain the missing documents. If unsuccessful, note the action take omma_md safety officer who 1S aIsp the installation safety offlce.r, or
to obtain the missing documents and file it with the incomplete he chief of a staff section who is also secretary of a committee.

action.

—8. Maintenance of records for multiple organizations

5-9. Arrangement of files
The filing arrangements described below are authorized for sub-

5-3. Assembling and fastening records -~ fil Th | P
a. Remove all cover sheets (such as SF 703 (TOP SECREnglglngEga;(ggsr;:(ﬂzr&a lle number. They may also be used for

Cover Sheet), SF 704 (SECRET Cover Sheet), and SF 705 (CONFI- : ;
DENTIAL Cover Sheet)) before filing unless records are in sus- foﬁérDate arrangemenérrange records chronologically in the
pense files or when cases are placed in file containers pending

; : b. éim le number arrangemerrrange records in simple nu-
completion of the action. P g 9 P

. . erical sequence, such as unit designation or project number.
b. Staple documents if possible. Other fasteners may be usecfn d g pro)

: i -~ c. Alphabetical arrangemewntrrange records by subject and
when there are too many papers for stapling or physical characteris;

\ re \ hame.
tics prohibit stapling. (1) Subject.Use subiject titles arranged alphabetically.

(2) Name.Arrange by the names of persons, places, or organiza-

5-4. Marking the file number tions. This is mainly used in personnel records.The following are

As specified in A_R 25-50, the action officer adds _the MARKS file examples of arrangements by name:
number when writing a document, or places the file number along

o . o : h (a) Personal named-iled by last name, first name and middle
the “gh.t hand edge of documents not_ldent|f|ed W'th a file number initial, for example, Smith, John R. This arrangement is subject to
at the time of creation. When the physical characteristics of a docu-,

ment make it self-identifying for fiing purposes, posting the file the Privacy Act and the file label will show the Privacy Act System

number to the document is unnecessary. Examples of documents noqf Records Notice number from DA Pam 25-51.
Y- P (b) Organization namedFile first by general name (such as ar-

requiring the posting of a file number are reference copies of pUb”'senaI, battalion, or depot), then file by specific name, for example,

cations, mail control forms, and bills of lading. ARSENAL, Watervliet: DEPOT, Red River; MILITARY OCEAN
TERMINAL, Bayonne.

d. Arrangement restrictiondRecords not covered by a Privacy
Act system notice will not be arranged to permit retrieval by per-
sonal identifier. Records covered by system notices published in DA
Pam 25-51 may be arranged for retrieval by personal identifier.DA
Pam 25-51 contains system notices prepared according to the Pri-
vacy Act and published in the Federal Register.

5-5. Cross-references

a. DA Form 1613-R (Cross-Reference) is filed under one file
number or subdivision to show the location of material filed else-
where. DA Form 1613-R will be locally reproduced Br8inch by
11-inch paper. A copy for reproduction purposes is located at the
back of this regulation. Additionally, DA Form1613—-R may be
electronically generated. The electronically generated form must
contain all data elements and follow the exact format of the existings_10 classified documents

printed form. The form number of the electronically generated form fijje classified documents and unclassified documents in separate
will be shown as DA Form 1613-R-E and the date will be the samecgntainers. There are two exceptions to this instruction. First, docu-

as the date of the current edition of the printed form.  ments may be stored together when the record of an action consists
b. Prepare cross-references only when essential to retrieving in-of hoth classified and unclassified documents and reference pur-
formation. They may be used when— poses require that both be filed together. Second, classified and
(1) A document is related to more than one action. unclassified documents may be stored in the same security container

(2) A classified document has a direct relationship to unclassified when a small volume of classified material is on hand and it is
material. Do not place classified information on cross-referersmvantageous to use otherwise empty space for unclassified materi-
forms filed in unclassified files. al. However, the classified material will be separated from the
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unclassified material by guide cards or by placement in separate b. An outgoing communication filed by the date on which a reply

drawers. See AR 380-5. is expected. When the reply is received, the communication is with-
) o ) drawn and filed (if it is the record copy) or destroyed (if it is an
5-11. Maintenance of records in libraries extra copy).

Record copies of publications or other documents are permanent
records as described in appendix B and will not be maintained as a&_13 | ists of file numbers

part of library collections or manuscript collections in libraries or a. Office personnel prepare lists of file numbers for the conven-

museums. When extra copies are maintained, they will be distinctly; 8 ; . :

N - " 3 ience of files personnel and action officers. These lists are also used
marked "LIBRARY COPY” or "MUSEUM COPY. by the IMs to ensure the records identify and document the business
5-12. Suspense files of the office, and to identify permanent and long-term records for

Suspense files are used as reminders that an action is required by tgansfer or retirement. These lists will contain the MARKS file
given date. File numbers need not be used on file folders or containhumber, description, the Privacy Act systems notice from DA Pam
ers in which suspense documents are kept. Some samples of sug5-51, and media identification (paper, tape, electronic, microform).
pense files are as follows: (See table 5-1.)

a. A note to submit a report or to take some other action. The b. Office personnel will keep the lists current by making changes
note would be destroyed after the report is submitted or the action isas file numbers are added or deleted. IMs will review each list or
taken. change and approve the implementation of those that accurately

identify the records of the office concerned.

Table 5-1
Sample of a list of file numbers
Office or Unit: DPT, Training Division, Scheduling Branch

File media number Title/brief description Privacy Act System Media
Notice

1c Office Inspection and Survey Paper
IG Inspection Reports

1f Office Organization Files Paper
TDA, personnel, manpower, other related information.

laa Supervisory or Manager OPM GOVT-1 Paper
Employee Record Files SF-7B for civilian personnel assigned to the branch.

1jj Reference Publications Microform
Copies of ARs, Pams, and so forth.

350-1d Training Operations Files Tape
Information on planning and conducting general training.

385-10g Target Practice Safety Files Optical disk
Firing safety measures, area involved, and so forth.

Chapter 6 6-2. Labeling

Labeling Procedures a. Label all folders and containers used to store official records.
b. Labels will include the file number, file title, Privacy Act

6—1. MARKS file numbers system notice number (if applicable), and the disposition instruc-

The MARKS file numbers listed in appendix B of this regulation tions. Include the year of accumulation when a file is cut off after a
identify documents for filing, reference, and legal disposition au- time period. Do not include the year on a file with an event disposi-
thority. A file number corresponds to the number of the directive fion or on the "ACTIVE” folder of a time-event file. See chapter 7
prescribing the creation and maintenance of that particular recordfor @n explanation of these types of files.

An alphabetical suffix is added to the file number to distinguish = ¢- Enter the file number and file title on the label as they appear

several records prescribed by a single directive. For example, redn appendix B. For the title of a file label, any abbreviation that will

cords prescribed by AR 380-5, are identified by file numbef§ understood by the custodian of the file may be used. For the
380-5a 380-5b 380-5¢. and so forth. The general correspondenc Isposition instructions, use abbreviations listed in the glossary of
number in each basic series is the only file number that does nott '3 rl(?gtﬁleartéog.resseevgrgaLllr?olg;rzs flcj):]dsea;n;p:]lg Libnite'r only the label
E(e)?;a';rea? dg:}ﬁﬂ;%etéﬁ; ng;ni(ﬁengﬁisgiE%zLfO;L%S%%Zi?gﬁtsmgpbn the first folder of the series must show all of the required label

g §nformation. Labels on the other folders under that same file number
divided based on whether they are ACTION or NONACTION docu- will show the file number, a brief identification of material in the

ments. Figurg6—l illustrates the rglgtion;hip between regulatf&aen and (if applicable) the year of the file. A “dummy~folder
numbers and file numbers for the administration of the Army safety secyred shut) or guide card with a label containing required label
program, which is directed toward accident prevention Army-wide. gntries may also be used. Do not use a “dummy” folder or guide
Program responsibilities include conducting studies and surveys t0card with full label instructions when there is only one file folder
determine unsafe practices and conditions, insuring that mishaps argy; the file year.
reported and investigated, establishing reporting format procedures, e \When one or more file containers have records with the same
analyzing and evaluating accident reports, providing safety educa-ile number, posting the file number and other information to each
tion, and maintaining statistical data on accident prevention.Recordsolder label or document is not required. The documents in files of
on nuclear accidents and incidents, and some other elements othis volume usually bear a distinctive identification (for example,
safety are placed in respective subject series. the name on a personnel records jacket or financial data records
folder, the number on a voucher, contract number, and so forth). In
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these instances, only the label on the first folder of the series andnclude the appropriate exception number in parentheses on the
the label on the first container must show the required label infor- label. Another way to record the authority for exception is to enter a
mation. Remaining folders, drawers, or other containers need onlyreference to the authorizing document after the disposition instruc-
be identified by the name, number, or other feature identifying the tions. In either case, maintain a copy of the document authorizing
contents. If there are several folders under one file number, you maythe exception in the office under file no. 25-400-2d.
use a “dummy” folder or 4 guide card which contains the full label g. No disposition is shown on labels for containers with two or
entries. Subsequent folder labels need only show the file numbermore record series because it varies among the several record series
contents of the individual folder, and, where appropriate, the year ofstored in the container. The label entry for containers with only one
accumulation. (See fig 6-3.) record series, and holding all of that record series is identical to the
f. When written exceptions to disposition instructions have been folder label. The label entries for containers with only part of one
granted, include a reference to the document authorizing the exceprecord series show which part of the records are stored within the
tion on the folder label after the disposition instructions. A simple container.In figure 64, the “(A thru L)” and “(M thru Z)" represent
way to do this is to serially number all exceptions received and thenan alphabetical file arrangement. If files are identified numerically
use numbers instead of letters.

THIS IS THE
PUBLICATION
SERTES NUMBER 385
AND TITLE SAFETY
Prescribing Directive
AR 385-10 Army Safety Program
AR 385-11 TIonizing Radiation Protection
THESE ARE THE AR 385-16 Systems Safety Engineering
PRESCRIBING and Management
DIRECTIVES FCR AR 385-40 Accident Reporting and Records
THIS SERIES AR 385-55 Prevention of Motor Vehicle
AR 385-64 Ammmnition and Explosives
Safety Standards
AR 385-70 Unmanned Free Balloons, Moored
Balloons and Kites, Unmanned
Rockets, and Derelict Friendly
Airborne Objects
AR 385-95 Army Aviation Accident
Prevention
DA Pam 385-95 Aircraft Accident
Investigation and
Reporting
Number Title
385 General Safety Correspondence
THESE ARE SOME Files
FILE NUMBERS 385-10a Safety liaison files
{RECORDS) THAT 385-10b Safety hazards
ARE PRESCRIBED 385-11c Radiation SCPs
BY 385 SERIES 385-16a System safety files
REGULATIONS 385-40a Accident experiences

385-95a Aviation safety statistics

Figure 6-1. Relationship between file numbers and prescribing directives
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File # File Title Year of Accumulation,
where appropriate

25-1¢ Information Management (91)
Plans (IMP)

CCOFF 31 Dec 92, Trf RHA Jan 95, Ret

WNRC Jan 96, Dest Jan 2003

Disposition Instructions

Figure 6-2. Sample label showing the four elements of a file label

| 614-162a Mascn, Jay R. (91)

| 614-162a Grombach, Simon (91)

| 614-162a Friend, Marion A. (91)

614-162a Special Forces (91)
Volunteer Applications
PA Sys AO640-10CTAPC
INACTIVE
COFF 31 Dec 91, Dest Jan 93

| 614-162a Westerman, Charles

| 614-162a Howard, Leroy B.

| 614-162a Eldridge, Stephen M.

614-162a Special Forces Volunteer
Applications PA Sys AC640-10cTAPC

ACTTIVE

PIF after transfer or separation of

the individual

(taped shut)

Figure 6-3. Sample label entries and use of "dummy" folder
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600-8-17 Line of Duty (90)
10 thru 58-1b (90) Files

COFF 31 Dec 90, Trf RHA

Jan 93, Dest Jan 96

Sample label entry for
container with two or more
reccord series.

Sample label entry for
container with only one
record series,

600-8-1§ Line of Duty (90) 600-8-1j Line of Duty (90)
Files Files
(A thru L) (M thru 2)
COFF 31 Dec 90, Trf RHA COFF 31 Dec 90, Trf RHA
Jan 93, Dest Jan 96 Jan 93, Dest Jan 96

Sample label entries for containers with only part of one
record series.

133j 133 133 133

Ref Pubs Ref Pubs Ref Pubs Ref Pubs
ARs ARS ARs ARs
1-200 350-1 350-37 385-55
thru thru thru thru
340-21 352-3 385-40 420-10

Dest when

supsd, obs,

nc longer

needed for

reference

Sample label entries for binders containing reference
publications

Figure 6-4. Sample file container and binder label entries

Chapter 7
Applying Disposition Instructions

7-2. Files cut off
Files with permanent retention or retention of a specific number of
years are cut off at the end of the year in which action on the record
7-1. Disposition standards has been completed. The retention period does not begin until the
a. For most records, the MARKS disposition gives only the ge- records have been cut off. Files with a continuing type of disposi-
neric retention period (that is, destroy after 2 years, destroy after 5tion, such as“Destroy when no longer needed for current operations,
years, permanent, and so forth). In dispositions like these, use tablé are not cut off. Review them annually, and remove and destroy
7-1 to determine and apply the exact cut off, transfer, retirement,individual records within such files when no longer needed.
and disposition dates. ) o )
b. For some records, the MARKS disposition also gives specific /—3: Disposition instructions =~ o
instructions for cut off, transfer, retirement, or establishment of 1nere are three types of disposition instructions in MARKS based
inactive files, for example, “Permanent. Place in inactive folder O™ time,” “event, and‘time-event.

(PIF) on completion of next inspection and cut off at the end of that a.thifth a “grg(;;’disgpsitioq! a ret;otrk(]j is cgt Offft:t the etnd ]?f the3
year.” In this example, the file remains among the currently used month for a sU-day disposition, at theé end or the quarter for a

office files for however long it takes for the next inspection to month disposition, semiannually for a 6-month disposition, or at the

occur.When the next inspection does occur, the file gains definitegngciﬁgéheer%/s;r ;r?(; %eﬁ_)&eefgtrgrezjnoﬁl gtlsciofgl:%nr,dshs\lﬂicfr?raétﬁ-
disposition instructions. At the end of the year in which the inspec- P P ’ yed.

tion occurred, the file is separated from the active files or “cut-off” :jnetc;t()e e%u;rggCJpgﬁcac;utrhie en?cf;l é??h ey?naor ntlr? V\Ggﬁg ] tgre ég?s aﬁc;e
and placed in a folder with the appropriate “permanent’disposition P . , OF year,

: - . . then the specified retention period begins. Examples of “time” dis-
instructions on the label. This record will be transferred to the RHA ositions and label entries are:

ag;ja rrztlLe7(i<8t%r”r]1$orzRir?forar;taetzo;h?)n‘ﬁirrgg?ervepri’r‘%?ss oosfiti(t)IrTse. S%e(l) Destroy after 30 day<Cut off at the end of the month, hold 1
paragrap P . month in the current files area, and then destroy. Label entry exam-
ples are as follows:
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(@) COFF 31 Jan 91, Dest Mar 91.
(b) COFF 28 Feb 91, Dest Apr 91.
(c) COFF 31 Mar 91, Dest May 91.
(d) COFF 30 Apr 91, Dest Jun 91.
(e) COFF 31 May 91, Dest Jul 91.
() COFF 30 Jun 91, Dest Aug 91.
(g) COFF 31 Jul 91, Dest Sep 91.
(h) COFF 31 Aug 91, Dest Oct 91.
(i) COFF 30 Sep 91, Dest Nov 91.
() COFF 31 Oct 91, Dest Dec 91.
(k) COFF 30 Nov 91, Dest Jan 92.

period, as with the time disposition. As an example, consider the
disposition instruction “Destroy after all corrections have been made
and processed.” When all corrections have been made and proc-
essed, remove the document from the file and destroy it. The dispo-
sition on the file label would read, “Dest when all corrections have

been made and processed.”

c. With a combination “time-event"disposition, a record is dis-
posed of a certain period of time after an event takes place.

(1) This disposition requires the creation of two folders, ACTIVE
and INACTIVE. The ACTIVE folder label does not show a year of
() COFF 30 Dec 91, Dest Feb 92. accumulation, because it contains (in the example given above) all
(2) Destroy after 3 month<ut off at the end of the quarter, hold records of a case that has not yet been completed. It is in the
3 months in the current files area, and then destroy. Label entry‘event’phase of the disposition, and it may be several years before
examples are as follows: the case is completed. Once a case is completed, the information is
(@) COFF 31 Mar 91, Dest Jul 91. moved to the INACTIVE folder. This folder label does show a year
(b) COFF 30 Jun 91, Dest Oct 91. of accumulation, because the information is now in the “time” phase
(c) COFF 30 Sep 91, Dest Jan 92. of the disposition. The INACTIVE folder need not be created until
(d) COFF 31 Dec 91, Dest Apr 92. the “event” phase of the disposition has occurred and the “time”
(3) Destroy after 6 month<Cut off semiannually as of 30 June phase is starting.
and 31 December, hold 6 months in the current files area, and then (2) The event is the trigger that causes the record to become

destroy. Label entries would be “COFF 30 Jun 91, Dest Jan 92" or, : :
“COFF 31 Dec 91, Dest Jul 92." inactive. It is then cut off at the end of that year, held for the

(4) Destroy after 1 yearCut off at the end of the calendar year spe_c?fied_ time p_eriod, then disposed of. For example, with the dis-
(CY) or fiscal year (FY), hold 1 year in the current files area, and position instruction “Destroy 2 years after close of case,” the record

then destroy. Label entry would be “COFF 31Dec 91, Dest Jan 93nwill remain in an ACTIVE file until the case is closed. At that time,
for a calendar year or “COFF 30 Sep 91, Dest Oct 92 for a fiscal move it from the ACTIVE to the INACTIVE file. The entire INAC-

year. TIVE file will be cut off at the end of the year, held for 2 years,
b. With an “event” disposition' the records are destroyed upon or then destroyed. The ACTIVE file label would read, “ACTIVE. PIF

immediately after the specified event occurs.There is no waiting on close of case.” The disposition on the inactive label will read,
“INACTIVE. COFF 31 Dec92, Dest Jan 95."

Table 7-1
Disposition standards
A B C D
Rule If the file is accumulated by and the abbreviated disposi- then the full disposition stand- | and disposition instructions on the file label would be (ex-
tion instructions are ard would be amples are calendar (CY) or fiscal year (FY), as applica-
ble.)
1 Any element of the Army | Destroy after 1 month Cut off at the end of the COFF 31 Jan 91, Dest Mar 91
to which AR 25-400-2ap- month; hold 1 month in COFF 28 Feb 91, Dest Apr 91
plies the current files area COFF 31 Mar 91, Dest May 91
(CFA); then destroy COFF 31 Apr 91, Dest Jun 91
2 Destroy after 3 months Cut off at the end of each | COFF 31 Mar 91, Dest Jul 91
quarter; hold 3months in COFF 30 Jun 91, Dest Oct 91
the CFA; then destroy COFF 30 Sep 91, Dest Jan 92
3 Destroy after 6 months Cut off twice a year, ac- CY: COFF 30 Jun 91, Dest Jan 92
cording to the CY or or COFF 31 Dec 91, Dest Jul 92
FY:hold 6 months in the FY: COFF 31 Mar 91, Dest Oct 91
CFA,; then destroy or COFF 30 Sep 91, Dest Apr 91
4 Destroy after 1 year Cut off at the end of the CY: COFF 31 Dec 91, Dest Jan 93
CY or FY; hold for 1lyear FY: COFF 30 Sep 91, Dest Oct 92
in the CFA, then destroy
5 Destroy after 2 years Cut off at the end of the CY: COFF 31 Dec 91, Dest Jan 94
CY or FY; hold for 2years | FY: COFF 30 Sep 91, Dest Oct 93
in the CFA,; then destroy
6 Destroy upon occurrence Destroy when superseded | Destroy when superseded or obsolete.
of a specific action or or obsolete. Destroy when no longer needed for current opera-
event Destroy when no longer tions
needed for current opera-
tions.
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Table 7-1

Disposition standards—Continued

CY or FY; hold for 2 years
in the CFA;and then retire
to the servicing FRC.

A B C D
Rule  If the file is accumulated by and the abbreviated disposi- then the full disposition stand- | and disposition instructions on the file label would be (ex-
tion instructions are ard would be amples are calendar (CY) or fiscal year (FY), as applica-
ble.)
7 Destroy a certain time pe- | Destroy 2 years after Example for a 2-year time-event file:
riod after occurrence of a | transfer or separation of ACTIVE:
specific action or event individual. PIF after transfer or separation of individual
Place in INACTIVE file on | INACTIVE:
transfer or separation of COFF 31 Dec 91, Dest Jan 94
individual;cut off INAC-
TIVE file at end of year
and hold 2 years in CFA;
then destroy.
8 Destroy after 3 or 4 years | Cut off at the end of the Example for a 3-year file:
CY or FY; hold for 3or 4 CY: COFF 31 Dec 91, Dest Jan 95
years in the CFA; then FY: COFF 30 Sep 91, Dest Oct 94
destroy.
9 HQDA Staff agencies and | Destroy ater 5 or more Cut off at the end of the Example for a 5-year file:
Army elements not serv- years (but not PERMA- CY or FY; hold for 2years | CY: COFF 31 Dec 91, Ret
iced by an RHA NENT records) in the CFA,; retire to the Washington National Records Center (WNRC)
servicing Federal Records | Jan 94
Center (FRC), where the Dest Jan 97
file will be held until the FY: COFF 30 Sep 91, Ret WNRC
total retention period has Oct 93, Dest Oct 96
expired, then destroy.
10 PERMANENT Cut off at the end of the CY: COFF 31 Dec 91, Ret WNRC

Jan 94, PERM
FY: COFF 30 SEP 91, RET
WNRC OCT 93, PERM

11 Army elements serviced
by an RHA

Destroy after 3, 4, 5, 6, or
7 years

Cut off at the end of the
calendar or fiscal year-
;hold for 2 years in the
CFA; then transfer to
RHA,; hold until total re-
tention period expires;
then destroy.

Example for a 5-year file:

CY: COFF 31 Dec 91, Trf RHA
Jan 94, Dest Jan 97

FY: COFF 30 Sep 91, Trf RHA
Oct 92, Dest Oct 96

12 Destroy after more than 7 | Cut off at the end of the Example for a 10-year file:
years (but not PERMA- calendar or fiscal year; CY: COFF 31 Dec 91, Trf RHA
NENT records) hold for 2 years in the Jan 94, Ret WNRC Jan 95,
CFA, then transfer to the Dest Jan 2002
RHA; hold for 1 year;then | FY: COFF 30 Sep 91, Trf RHA
retire to the servicing Oct 93, Ret WNRC Oct 94,
FRC, where they will be Dest Oct 2001
destroyed when the reten-
tion period expires.
13 PERMANENT Cut off at the end of the CY: COFF 31 Dec 91, Trf RHA
CY or FY; hold for 2years Jan 94, Ret WNRC Jan 95, PERM
in the CFA,; then transfer | FY: COFF 30 Sep 91,
to the records holding Trf RHA Oct 93,
area; hold for 1 year;then Ret WNRC Oct 94, PERM
retire to the servicing
FRC.
Notes:

1 1. For rules 1 through 7, apply appropriate standard in rules 8 through13 if longer retention periods are specified.

Chapter 8
Reference Procedures

8-1. Records retrieval

The procedures in this section are designed to provide rapid and
efficient files reference services. These procedures apply to RHAs
or large file room operations, and may be adapted to organize

records retrieval in any size office.

8—2. Submission of requests

AR 25-400-2 « 26 February 1993

forms listed in paragraph 8-3 below. The following information is
needed to locate and charge-out the material—
a. ldentification of material and file classification, if known.

number.

b. Name of writer (organization or individual).
c. Date of the document (specific or approximate).
d. Requester’s name, organization, location, and telephone

8-3. Charge-out record
Requests to charge out files may be in memorandum format or theA charge-out record will be made and substituted for documents
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removed from a file for reference purposes. Charge-out forms are as ¢. SECRET and CONFIDENTIAlnstructions for listing, receip-
follows: ting, and packing material with these classifications are the same as
a. Use DA Form 543-R (Request for Records)for documents those for unclassified records except that unclassified titles will be
charged out when suspense control is required. Attach the originalused on the SF 135 to list the records, and additional receipts may
to the file material to serve as a routing form and cover sheet.Retairbe needed, such as DA Form 3964 (Classified Document Accounta-
a copy in the files area in a followup or suspense file. Attach a copybility Record). Wrapping and shipping material with these classifi-
of the completed DA Form 543-R to Optional Form (OF) 23 (Char- cations will be in accordance with procedures described in
geout Record), OF 24 (Shelf File Chargeout Record), or OF 282AR380-5, chapter 8, and later paragraphs of this regulation.
(Microfiche Chargeout Record) in the filing location from which the ~ d. Special Intelligence documegfgecial Intelligence docu-
file material is removed. DA Form 543-R will be reproduced lo- ments, including TOP SECRET, will only be retired to the IN-
cally on 8%-inch by 11-inch paper. A copy for reproduction pur- SCOM records center. Transmission and accountability will be in
poses is located at the back of this regulation. Additionally, DA accordance with AR 380-35.
Form 543-R may be electronically generated. The electronically €. Restricted Data and Formerly Restricted DeRegardless of
generated form must contain all data elements and follow the exacglassification, Restricted Data and Formerly Restricted Data will not
format of the existing printed form. The form number of the elec- be intermingled with other information when being transferred to an
tronically generated form will be shown as DA Form543-R—E and RHA or retired to an FRC.
the date will be the same as the date of the current edition of the -
printed form. The electronic data base may be maintained in lieu of2—3- For Official Use Only (FOUO) records
hard copy for record purposes. Re(_:ords_wnh_ the FOUO protective _marklng will be packed as pre-
b. OF 23, OF 24, or OF 282 may be used for documents chargedgcr'becl in this chapter for unclassified records.

out when suspense control is not desired. 9-4. Preparing records for transfer or retirement

a. The office which created the records being transferred is re-
sponsible for organizing, packing, receipting (using SF135), and
sending the records to the RHA. The creating office remains the

?e”nse ant_d foIIowup”pré)ciedlu(;edto cofntrolhloan%d retcordts. 'AI ur;llforlrg legal custodian of the records even when they are retired to an FRC
ollowup time (usually 5 to 10 days) for charged out material should 50 il maintain documentation to enable it to retrieve the records.

be established. The sus_pensehfile V‘(’ji” cons(ijst of a copy oL_each DAT, demonstrate this point, if the creating office receives a Freedom
Form543-R representing charged out documents. This SUSPERSQtormation Act request for records which have been transferred

copy of the DA Form 543-R will be used to trace records that havey retireqd, that office is responsible for locating the records and
been charged out from the file area. retrieving them for review.

b. IMs will assist record creating offices in processing their re-
cords for transfer and ensuring that this is done correctly. They will
consolidate records transfers from the different record creating of-
fices in their organization and sign SF 135s as liaison officials(see
para 9-9).

c. Installation IMs maintain RHAs, store records therein, retire
records to the FRC, fill out the SF 135 to document their actions,
and distribute the SF 135 properly.

d. Do not transfer or retire records that are subject to the Privacy
Act unless they are covered by a system notice in DA Pam 25-51.
(1) This regulation identifies the Privacy Act system notice num-
er applicable to file numbers for records requiring protection. Cite
the Privacy Act system notice number on SF 135s, files lists, and

file labels.

8-4. Charge-out suspense and followup
a. The charge-out system using DA Form 543-R involves a sus-

Chapter 9
Records Transfer and Retirement

9-1. Sending records out of the CFA

a. Except in a few cases noted elsewhere in this regulation, the
normal flow of records is from the office files, through the organiza-
tional and installation information management channels, to an RHA
for a short period of storage, then ultimately to an FRC. Nonper-
manent records are destroyed at specified dates in one of thesB
locations according to their disposition instructions.

b. The SF 135 is the transmittal and tracking document for re-
cords sent out of the office files area. It is initially prepared by the (2) If the Privacy Act system notice number associated with a

office which created the records being transferred and accompanie;arks file number is incorrect. or newly created recordkeeping
the records until they are destroyed or become part of the Nationatgquirements lack Privacy Ac’t protection, promptly notify HQ
Archives. The RHA uses the SF 135 as a receiving document, as YSAISC. ATTN: ASOP. Fort Huachuca. AZ '85613—5000 through ’
receipt returned to the creating office, as an inventory tool showingin¢ormation managemen’t channels. That office will arrange for prep-
Sration of an applicable system notice or give special maintenance
iand disposition instructions.

e. Do not transfer records on persons or organizations not affili-
ated with the Department of Defense. Handle any such records per

to an FRC. The originating office, information management offi-
cials, RHA manager, and higher headquarters in some cases, wil
retain copies of the SF 135 during the life cycle of the pertinent

records in order to make retrieving them easier. the instructions in AR 380-13.
c. Files should be reviewed and purged of unnecessary docu-
ments before being sent out of the office CFA. 9-5. Preparing SF 135 and SF 135-A
SF 135 (Records Transmittal and Receipt) and SF 135-A(Records
9-2. Classified records Transmittal and Receipt (Continuation)) will describe records in

This section outlines procedures for shipping classified records. enough detail to permit quick retrieval of specific documents. See
a. Transfers.Before transferring classified records, consult with figures9-1, 9-2, and 9-3 for examples.
your security manager and initiate the actions specified in ARa. Prepare a separate SF 135 for each records shipment. Use SF
380-5, paragraph 3-402. 135-A as a continuation sheet. SF 135 and SF135-A may be elec-
b. TOP SECRETIOP SECRET records will not be retired to an tronically generated without exception approval by the General
FRC until downgraded to a lower classification, except those in Services Administration, provided the electronic form matches, as
overseas commands and those which are to be deposited with thelosely as possible, the official printed edition of the form, including
Defense Investigative Service and in the U. S. Army Intelligence all data elements, instructions, and identifying information. The
and Security Command (INSCOM) records center (sdmelow). form number will not be altered to show —R or —E. The date of the
When TOP SECRET records must be retired to an FRC, transmisform will be the same as the current edition of the printed form.
sion and accountability will be in accordance with AR 380-5 and b. Make an original and one copy of each form when transferring
other applicable security management instructions. records to an RHA or an Overseas Command Records Holding
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Area(OCRHA). If the shipment contains records of a discontinued reverse side of SF 135. Specify any other special restrictions in item
unit, include an additional copy which will be sent to the IM of the 6(f).

next higher headquarters(see paragraph 19-11 (11) tem 6(h). Enter the MARKS file number for the records
c. Specify on the SF 135 that records are on microform or other opposite the file title. If, due to revision of this regulation, the
machine readable media when transferring or retiring them. MARKS file number changes between the time the records are

d. The IM or RHA manager should prepare new SF135s if, for transferred to the RHA and retired to the FRC, the RHA manager
example, nonpermanent records have been removed from boxes arghould update the SF 135 before retiring the records. Cross out the

replaced with permanent records to consolidate records f4 number, enter the new number, and inform the originating office
retirement. of the change with its copy of the SF 135 (see paral®2})3 File

e. Entries on SF 135 follow: labels should also be updated in the same way.

(1) Item 1.If transferring records to an RHA or an Army records ~ (12) Item 6(i). Enter the month and year in which the records
center, cross out “Federal Archives and Records Center, Generaln@y be destroyed (such as, Jan 98, Oct 98, or 1/98,10/98). If the
Services Administration” and enter the appropriate address. If retir-r€Cords are permanent, enter PERM.

ing records to the FRC (normally from an RHA), enter the address (13) Item 6(), 6(k), 6(l), and 6(m)lhese items are completed by
of the FRC. the RHA or FRC. The RHA will mark box locations here. When

(2) Item 2.Enter name and title of the record creator or head of '€tiring records to an FRC, the RHA manager will normally prepare
the organizational element transferring the records. That person will@ Néw SF 135, and the FRC will mark its box locations here.
place his or her signature in this block and enter the current date

(3) Item 3.Enter name and telephone number of the custodian of9_6' Special instructions for classified records

Do not disclose classified information on SF 135 or SF 135-A, use

the records. unclassified titles. Within the Army other receipts may be neces-
(4) ltem 4.Completed by the RHA or FRC. sary.Consult with your security manager for specific information.
(5) Item 5. Enter name and address of organizational element

transferring the records. 9-7. Distributing completed SFs 135 and 135-A when

(6) ltems 6(a), 6(b), and 6(c)These items are normally com- transferring records
pleted by the RHA or FRC. However, HQDA agencies in the Na- a. Under circumstances other than discontinuance of an
tional Capital Region retiring records to WNRC may also complete organization—
these items. Enter the accession number obtained in advance from (1) For records transferred to RHAs—
the appropriate records official. The ODISC4 will allocate blocks of  (a) The originating office places an original and one copy in the
accession numbers to Army staff agencies assigned Records Groufirst box of a records shipment sent to the RHA, and keeps one copy
319. Agency heads that have been assigned a Record Group numbégr its files.
by the NARA other than 319 (such as 77, 112,153, 168, 203, 335, (b) The RHA maintains one copy and returns one copy to the
and 410) may assign accession numbers for their agencies withoueriginator, with location information entered, as acknowledgment of
contacting ODISC4. When retiring records to centers other thenreceipt. The originating office keeps this copy and disposes of the
WNRC, HQDA agencies will not complete items 6(a), 6(b), and former version.
6(c). (2) For records transferred to OCRHA—
(7) ltem 6(d). Enter number of boxes in the shipment. (a) Originating office sends original SF 135 and one copy to the
(8) Item 6(e).Enter the number of each records box in relation to OCRHA 1 week prior to shipment as advance notice.

the number of boxes in the record shipment(for example, 1 of 3, 2 (b) Originating office puts one copy in the first box of the ship-
of 3, 3 of 3). ment, and keeps one copy for file. The OCRHA fills out location

(9) Item 6(f). information and returns a copy of the SF 135 to the originating

(a) If the records are subject to the Privacy Act, the first entry Office as acknowledgment of receipt.

will show the Privacy Act System of Records Notice numberfrom b- On discontinuance of an organization, distribute copies as
DA Pam 25-51. above and send one additional copy to the IM of the creating

(b) Enter the name and location of the organization that Createdorganize}tion’sdnext hilgher hegcg]uDa:ers.. Illjiscontiorllueﬁ organizations
the records, for example: 4th Infantry Division, Fort Carson, CO, or F€Porting directly to will 'send the copy to
U.S. Army Military District of Washington, Washington, DC, or #JSAISC_P(.ASQNhS_OP_F?! Crystal Square 2, Suite 201, 1725 Jef-
Office of the Chief of Engineers, Washington, DC. The name of the f€rSon Davis Highway, Arlington, VA 22202.

organization may differ from that_ in _item_ B . 9-8. Distributing completed SFs 135 and 135-A when
(c) Enter any background or historical information necessary to retiring records

identify the organization that created the records, or to describe 5 " Gffices which create records will keep them in their area until
significant events documented by the records such as activationyyey receive approval from their RHA to transfer them. The SF 135
names and locations of next higher headquarters, inclusive dates ofnd 135_A should be routed through organizational information

command jurisdiction, transfer of functions, dual operating func- management channels to the installation IM who operates the RHA.
tions, redesignation, discontinuance, and inactivation. When recordsg, turn, the RHA is normally the point from which records are

from multiple organizations are listed on the same SF 135, enter thgetired to an FRC.
historical data after the name and location of the organization. b. The RHA will obtain prior approval to retire records by send-
(d) Enter the complete title of the organizational element that jng an original SF 135 and two copies to the FRC in time to arrive
created the records; for example, “Training Division, Directorate of approximately 4 weeks prior to desired date of shipment of the
Plans and Training, or Personnel Administration Center, 2pétords. The RHA retiring the files will retain one copy. The FRC
Battalion.” annotates the forms with an accession number, box locations, and a
(e) Enter any special classification, such as"Restricted Data” and signature and returns two copies to the RHA, giving approval for
“Formerly Restricted Data” not listed in the restriction codes on the retirement of the records.
back of the SF 135. (1) When the approved SF 135 is received from the FRC, conti-
(f) Enter the file title and year the records were created. The title nental United States (CONUS) activities have 90 days and overseas
will be the same as that shown in this regulation and may includeactivities have 120 days to retire the records before the FRCs ap-
subtitles or other specific identification. If the files are contained in proval expires. If an approved SF 135 is not received within 30
more than one box, show the contents of each box. working days, contact the FRC to resolve the problem.
(10) Item 6(g).Enter the proper code to show any restriction on  (2) With a few exceptions, records accessioned into an FRC
use of the records. The restrictions are listed and explained on theemain Army property and the originator of the records must know
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their location. The FRC will provide a copy of the SF 135 showing  (2) Mail shipmentsLabel each box with a standard mailing label
the accession number to the office which created the records. If theshowing the address of the appropriate FRC when using the U.S.
office of origin no longer exists, the copy is sent to the next higher Postal Service. Ensure that special instructions for mailing classified
headquarters IM. information contained in AR 380-5, such as using registered mail
c. Records may be shipped in one or more boxes. If more thanfor SECRET information, are followed.
one box is used, put the SFs 135 in the first box of the shipment. o .
d. The RHA will send one copy of each approved SF135 listing 9-13. Shipping containers .
records retired to an FRC to USAISC—P(ASQNS—-OP—F) Crystal a._Shlp recor_ds by the most economical means, but ensure that
Square 2, Suite 201, 1725 Jefferson Davis Highway, Arlington, VA Multiple box shipments are not separated. For this reason, shipping
22202. It will be included in the world-wide locator of Army re- records by rail or motor freight using Government Bills of
cords holdings. Lading(GBL) within CONUS is preferred for unclassified

e. When records of a discontinued unit are listed, send one co information. L .
of the SF 135 completedl by tlheu RHI,JA Ior FR|C to the IM of thgy b. Use the standard records shipping boxes available from GSA
discontinued organization’s next higher headquarters to transfer records to the RHA and to retire records to FRCs. For

shipping paper records and roll microfilm, use box National Stock
9-9. Supplemental data when organizational status has Number (NSN) 8115-00-117-8249 with the dimensio#isiithes
changed by 12 inches by % inches. For shlpplng_ magnetic tape, use box
Attach to the original SF 135 and 135-A a description or chart of NSN 8115-00-290-3379 with the dimensions 15inches by 12
the new organizational status, relationships to higher headquartersnches by 10 inches. ) ) )

and a list of all files sent to another organization in a transfer of _C- The GSA Supply Services Catalog includes containers for odd-

functions or retired directly to an FRC, when applicable. size records such as maps and x-rays. Use the container which best
protects the records being shipped.
9-10. Receipts for SECRET documents d. Pack records shipped to FRCs from an outside continental

Commanders or organization heads will decide if SECRET docu- United States (OCONUS) location in triple-wall (TRIWALL) type
ments being retired must be identified individually on the SF 135. containers. The TRIWALL type container selected should have a
The FRC will sign the SF 135 but will not sign other types of capacity of no less than 10 boxes. Do not use container express
classified document receipts. DA Form 3964 may be used in addi-(CONEX) containers.

tion to the SF 135 when transferring records between Armye. Boxes used to retire microforms must either be lined with an

organizations. inert plastic material or must be of acid free construction, or the
film must be placed in an acid free container. Do not mix record
9-11. Transferring records to other organizations copy microforms in the same box with paper records. Pack them

The procedures for packing records and preparing and distributingseparately.Microfiche boxes should be¥idihches by & inches by
records transmittal lists when transferring records to organizations4¥.or 5 inches.
other than RHAs or FRCs are the same as those described above.
9-14. Sealing

9-12. Shipping procedures Seal or band record shipping containers with any tape or strap that

a. Special instructions for classified filéBhe shipment of unre-  will adequately protect the contents and meets the carrier’s
lated unclassified material in classified shipments is prohibited. requirements.

(1) Place classified records in two packages of about equal size, » .
one securely wrapped box or package inside the other. Do not?—15. Organizing records for shipment ) _
indicate the classified nature of the contents on the outside box or & Separate the records to be transferred into the following

package. groups—
(2) Ship files classified SECRET or CONFIDENTIAL in accord- (1) Classified permanent records.
ance with instructions given in AR 380-5, chapter 8. (2) Classified nonpermanent records.

(3) Unclassified permanent records.
(4) Unclassified nonpermanent records.
(5) Restricted Data and Formerly Restricted Data.

(3) Files containing cryptographic documents and messages will
be shipped using the Defense Courier Service.

b. Marking instructionsMark each records shipping box with the b Th f L forri ds should i
sender’s destination address, accession number if applicable, an(a - The ”V_l of an organization transferring records should consoli-
box number if shipping more than one. Show the box’s contents ondaté them into a single annual shipment, if possible. Arrange the
the SE 135 rather than on the box itself. records into boxes by the criteria above, and creating office and

(1) Box number.Mark the upper right corner of each box of MARKS number_._ .
records being shipped to the RHA or FRC with a number.The c. Pack classified records separately from unclassified records.

number will relate to the box number shown in Item 6(e) of the SF Pack microform records separately from paper _records.Under each
135(for example, 1 of 2, 2 of 2) of these groups, pack permanent records first, in MARKS number

(2) Accession numbeA separate accession number is assigned Eggugenc&r:ggowed by nonpermanent records, also in MARKS num-
by the FRC for each series of records listed on the SF 135. The q )
RHA will place the accession number, as well as the box number,g_4¢. Packing records for shipment
on each box being shipped to the FRC. The accession number goes 5. pack letter-size paper records in boxes so that the file folders

on the upper left-hand comer of the front of the box.. are parallel with the end of the box. If a small number of legal-size
c. Stenciling or labeling boxes for mail or freight shipments. documents are filed with the letter-size material, fold the bottom
(1) Freight shipments. ends of the documents into the file folder to prevent tearing. Pack

(a) Each box will be stenciled or labeled clearly with an address |egal-size paper records in the boxes so that the file folders are
label showing name and address of the receiving FRC, gross weightparallel with the longer side of the box. Fill the boxes, but do not
outside cubic measurement of container, and the number of the boyack boxes so tightly that records cannot be easily removed and

if there are more than one in the shipment. replaced in the containers.
~ (b) When stenciling is used on a fiberboard box, stencil the b. Before transferring boxes to the RHA, enter the box number
information given in &) above over the top flap of the box. and total number of boxes in the shipment on the end of each box in

(c) When a shipping label is used on a fiberboard box, put thethe upper right corner.
information given in § above on the label and attach it firmly to c. Do not ship a partially filled box except as the last box of a
the top of the box. multiple box shipment. Pack crumpled paper in the unused space so
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that the contents do not shift in the box during shipment. If too few records to fill a box are being transferred, theoimforamatge-
ment official should contact the RHA manager for guidance. The
RHA manager may be able to consolidate small record transfers into
full boxes.
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Figure 9-1. Sample SF 135 for a single series records retirement to a FRC. These are nonpermanent records.
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Figure 9-2. Sample SF 135 for a mixed series records retirement to a FRC. These are permanent records.
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Figure 9-3. Sample SF 135 for a single series records transfer to a RHA, with continuation sheet
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Figure 9-3. Sample SF 135 for a single series records transfer to a RHA, with continuation sheet
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Chapter 10 Huachuca, AZ85613-5000, of the activation, change, or discontinu-

Records Holding Areas and Federal Records ance, and the new address of any OCRHA within his or her com-

Centers mand jurisdiction. See tablel0-1 for a listing of the current
OCRHAs and addresses.

10-1. Records holding areas . )

This chapter contains procedures for the approval, establishment10—4. Operation of records holding areas

operation, and discontinuance of RHAs, identifies designated Army & RHA operators will ensure that eligible records are retired or
RHAs and FRCs, and identifies OCRHAS. destroyed at the proper time and that access for reference to stored

records is available.

b. They will ensure that records removed from the RHA for
reference or other actions are returned within a reasonable time
frame. Use DA Form 543-R in a charge-out suspense system for
tgis purpose.

10-2. Reason to establish records holding areas
a. RHAs are established, when justified by volume, to maintain
inactive records pending their destruction or transfer into the FRC

system. An RHA uses less expensive space and equipment than c. They will establish a locator and disposition file. This file has

CFA to store records. Normally, records are not held in an RHA for copies of SE 135 prepared by offices placing records in the RHA or
more than 5years. The installation IM ensures that long-term records P prep Y placing : :
(more than 5 years old) are sent to the appropriate FRC or othe}Nhen records are retired to FRCs. This file makes it easier to locate
disposition cer¥ter as specified in appendixppB P records in the RHA and to retrieve records from FRCs.

b. OCRHAs serve the same purpose as RHAs, however, they10-5 Discontinuance of records holding areas

also consolidate and ship to CONUS records with long-term value.\yhen the records storage requirements of organizations being serv-
iced by an RHA drop below 100 linear feet annually, the RHA

10-3. Establishment of records holding areas should be discontinued. Exceptions are permitted if this is not prac-

Space for RHA use will be limited to the minimum required for tical or cost effective. Records that cannot be destroyed upon dis-

records holdings. The space selected must at least be weatherproofpntinuance of the RHA will be retired to the appropriate FRC, if

free of rodents and insects, and have adequate light, ventilation, aneligible. Otherwise, they will be returned to the office that placed

heating. It also should be of fire resistant construction. The mini- them in the RHA.

mum acceptable files-to-space ratio is 2 linear feet of files to each

square foot of floor space. A ratio of 3 or more linear feet of files to 10-6. Army records centers

each square foot of floor space is possible under the best conditionsThere are three Army records centers for intelligence and criminal

Steel shelving of the type manufactured by the Federal Prisonsinvestigative records. These centers are listed in table 10-1.

Industries, Incorporated (NSN7125-00-550-6015, Open Type “E,”

Class Ill, Metal Storage and Display Shelving) should be used. 10—7. Federal Records Centers _ )

a. Offices of HODARHAs may be established within offices of | 1¢ National and Federal Records Centers listed in table 10-1have
HQDA where space is available and such an operation is costlbeen established in CONUS to receive ar_ld maintain record_s with
effective. ong-term or permanent value, pe.ndlng their ultimate destryctlon or

. I . accession into the National Archives. These centers furnish refer-

p. .I.nstallatlons qno! off-post act|vme9ne.RHA will serve all __ence service for the records that they maintain.
activities Iocate.d. W|th!n the same geographical area. An installation a. Use OF 11 (Reference Request-Federal Records Centers) to
or off-post activity will establish an RHA when— secure the loan of, or gain access to, agency records that have been

(1) It is not serviced by an existing RHA; and retired into the FRC system.
(2) It generates 100 or more linear feet of records annually with a p. Use SF 127 (Request for Official Personnel Folder-Separated
retention period of 3 years or more. Employee) to request the return of retired Official Personnel Folders

c. Overseas command&n OCRHA will be established in each  (Civilian) from the National Personnel Records Center.
major OCONUS command. The commander of each majorc. Use SF 180 (Request Pertaining to Military Records) to re-
OCONUS command will notify HQ, USAISC, ATTN: ASOP, Fort quest the return of retired Official Personnel Folders(Military) from
the National Personnel Records Center.

Table 10-1
Records Centers and Major Records Storage Areas

Center Records

National records centers and Federal records centers administered by the National Archives and Records Administration

Washington National Records Center Eligible organizational records from all Army elements except—

WASH DC 20409 a. Records for which specific instructions in this regulation specify otherwise.

When retiring records by common carrier, use the follow- b. Corps of Engineers agencies located outside the District of Columbia, Maryland, Vir-
ing address: ginia, West Virginia, Europe, Middle East, Hawaii, and Pacific Ocean areas.

4205 Suitland Road
Suitland, MD 20746

National Personnel Records Center Records for which specific instructions in this regulation specify retirement to this center.

(Military Personnel Records) These are primarily military personnel related records and certain medical treatment re-

9700 Page Boulevard cords in the 600-series and40-series file numbers.

St. Louis, MO 63132

National Personnel Records Center a. Records for which specific instructions in this regulation specify retirement to this cen-

(Civilian Personnel Records) ter. These are primarily civilian personnel related records and certain medical treatment

111 Winnebago Street records identified in the690-series and 40-series file numbers.

St. Louis, MO 63118 b. Nonpermanent records from Corps of Engineers agencies located in the greater St.
Louis, MO, area, unless instructions in this regulation specify another center.

Federal Archives and Records Center Records from Corps of Engineers agencies located in Connecticut, Maine, New

380 Trapelo Road Hampshire, Massachusetts, Rhode Island, and Vermont, unless specific instructions in

Waltham, MA 02154 this regulation specify another center.
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Table 10-1

Records Centers and Major Records Storage Areas—Continued

Center

Records

Federal Archives and Records Center
Military Ocean terminal

Building 22

Bayonne, NJ 07002

Federal Archives and Records Center
5000 Wissahickon Avenue
Philadelphia, PA 19144

Federal Archives and Records Center
1557 St. Joseph Avenue
East Point, GA 30344

Federal Archives and Records Center
7358 South Pulaski Road
Chicago, IL 60629

Federal Records Center
3150 Springboro Road
Dayton, OH 45439-1883

Federal Archives and Records Center
2312 East Bannister Road
Kansas City, MO 64131

Federal Archives and Records Center
Building 1, Dock 1

4900 Hemphill Street

Forth Worth, TX 76115

Federal Archives and Records Center
1000 Commodore Drive
San Bruno, CA 94066

Federal Archives and Records Center
24000 Avila Road
Laguna Niguel, CA 92677

Federal Archives and Records Center
6125 Sand Point Way
Seattle, WA 98115

Records from Corps of Engineer agencies located in Jersey and New York, unless spe-
cific instructions in this regulation specify another center.

Records for Corps of Engineer Agencies located in Delaware and Pennsylvania, unless
specific instructions in regulatiion specify another center.

Records from Corps of Engineers agencies located in Alabama, Florida, Georgia, Ken-
tucky, North Carolina, South Carolina, Mississippi, and Tennessee, unless specific in-
structions in this regulation specify another center.

Records from Corps of Engineers agencies located in lllinois, Indiana, Michigan, Minne-
sota, Ohio, and Wisconsin, unless specific instructions in this regulation specify another
center.

Certain Finance and Fiscal records, identified in the 37-series of records, accumulated
by the U.S. Army Finance and Accounting Center, Indianapolis, Indiana.

a. “Permanent” records from Corps of Engineer agencies located in the greater St. Louis,
MO, area, unless specific instructions in this regulation specify another.

b. Records from Corps of Engineers agencies located in lowa, Kansas, Missouri(outside
greater St. Louis area), and Nebraska, unless specific instructions in this regulation
specify another center.

Records from Corps of Engineers agencies located in Arkansas, Louisiana, New Mexico,
Oklahoma, and Texas, unless specific instructions in this regulation specify another cen-
ter.

Records from Corps of Engineers agencies located in California(except southern Califor-
nia) and Nevada (except Clark County), unless specific instructions in this regulation
specify another center.

Records from Corps of Engineers agencies located in Arizona, Clark County Nevada,
and southern California (counties of San Luis Obispo, Kern, San Bernadino, Santa Bar-
bara, Ventura, Orange, Louisiana, Riverside, Inyo, Imperial, and San Diego), unless spe-
cific instructions in this regulation specify another center.

Records from Corps of Engineers agencies located in Washington, Oregon, Idaho and
Alaska, unless specific instructions in this regulation specify another center.

Army Records Centers administered by the Commander, U.S. Army Intelligence and Security Command

Investigative Records Repository

Fort George G. Meade, MD 20755-5995

U.S. Army Intelligence and Security
Command Records Center

ATTN: IASA-AR, Arlington Hall Station

Arlington, VA 22212-5000

Personnel security, counterintelligence, and intelligence records (other than Signal Secu-
rity, Special Intelligence, and Signal Intelligence) that are described in this regulation.

COMSEC material accounting, Signal Security, Special Intelligence, and Signal Intelli-
gence records that are described in this regulation.

Army Records Centers administered by the U.S. Army Criminal Investigation Command

U.S. Army Crime Records Directorate
USACIDC, 2301 Chesapeake Avenue
Baltimore, MD 21222-5325

Reports of criminal investigations, selected military police reports, and other related re-
cords described in this regulation.

Army records storage and processing centers administered by the Chief, Army Reserve

U.S. Army Reserve Personnel Center
9700 Page Boulevard
St. Louis, MO 63132-5200

Records for which specific instructions in this regulation specify retirement to this center.
These are primarily individual military personnel related records described in the 40-,
350-, and640-series file numbers.

Army Overseas Command Records Holding area (OCRHA) administered by the commander of the appropriate major overseas command

Commander, 2d Signal Brigade,

USAREUR Command Records Holding Area

ATTN: ASQE-X-ISM-C
APO New York 09069-5506

Overseas command records holding area, Korea,

APO San Francisco 96259

USARJ overseas command records holding area

APO San Francisco 96343

All records designated for transfer to an OCRHA under this regulation.

All records designated for transfer to an OCRHA under this regulation.

All records Designated for transfer to an OCRHA under this regulation.
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Appendix A
References

Section |
Required Publications

AR 25-1
The Army Resources Management Program. (Cited in parasl-1
and 3-t.)

AR 25-50
Preparing and Managing Correspondence. (Cited in para 5-4.)

AR 25-55
The Department of Army Freedom of Information Act Program.
(Cited in para 1-4)

AR 340-21
The Army Privacy Program. (Cited in paras éaid 1-8.)

AR 380-5
Department of the Army Information Security Program. (Cited in
paras5-, 5-10, 6-1,9-&, b, c,and 9-12(2).)

AR 380-13
Acquisition and Storage of Information Concerning Nonaffiliated
Persons and Organizations. (Cited in parae9—4

AR 380-19
Information Systems Security. (Cited in para 3-1.)

AR 380-35
DA Communications Intelligence Security. (Cited in parab)-2

AR 550-51

Authority and Responsibility for Negotiating, Concluding,
Forwarding, and Depositing of International Agreements. (Cited in
paral—6(1).)

AR 700-9
Policies of the Army Logistic System. (Cited in para 5-6.)

DA Pam 25-51

The Army Privacy Program-System Notices and Exemption Rules.
(Cited in paras 3-Dbf1),5-%(1)(@),5-d, 5-13%,9-4,

and9-2(9)(a).)

TB 18-107
Automatic Data Processing Equipment Operations Management.
(Cited in para 3-12)

Section I
Related Publications

DA Pam 25-30
Consolidated Index of Army Publications and Blank Forms. (All
Army Regulations, Army Pamphlets, Engineer Regulations, and
other Army publications associated with the file numbers listed in
this pamphlet.)

Section Il
Prescribed Forms

DA Form 543-R
Request for Records. (Prescribed in parasa®-3, and 10-4)

DA Form 1613-R
Records Cross Reference. (Prescribed in paspb—5

26

OF 11
Reference Request-Federal Records Centers. (Prescribed in
paralO-a.)

OF 23
Charge-out Record. (Prescribed in paral8)-3

OF 24
Shelf File Charge-out Record. (Prescribed in parab8-3

OF 282
Microfiche Charge-out Record. (Prescribed in parab8-3

SF 135
Records Transmittal and Receipt. (Prescribed in paras19-8b,
9-5 to d, 9-6 to 9-10, and figs 9-1 to 9-3.)

SF 135-A
Records Transmittal and Receipt (continuation). (Prescribed in
parasl-B, 9-1b,9-& to d, 9-6 to 9-10, and figs 9-1 to 9-3.)

SF 180
Request Pertaining to Military Records. (Prescribed in paral0—7

Section IV
Referenced Forms

DA Form 3964
Classified Document Accountability Record

SF 127
Request for Official Personnel Folder Separated Employee

SF 703
TOP SECRET Cover Sheet

SF 704
SECRET Cover Sheet

SF 705
CONFIDENTIAL Cover Sheet

Section V

Recordkeeping Requirements

This regulation requires the creation, maintenance, and use of the
following specific records (see app B for file numbers (FNs), de-
scriptions and dispositions).

FN 1la
Office file numbers

FN 1g
Office record transmittals

FN 25-400-2a
Record locator and dispositions

FN 25-400-2b
Chargeout suspenses

FN 25-400-2d
Records disposition standard exceptions

FN 25-400-2g
Records disposal authorizations

Appendix B
Records Disposition Standards
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B-1. File category 1: Office administrative housekeeping
files
a. Prescribing directivesNone.

b. Definition. These files relate primarily to the housekeeping
operations within any office in the Army. They do not relate to the
functions or mission of an office. They accumulate because an

Table B-1
File category 1: Office administrative housekeeping
operations—Continued

Title: Office organization files
Authority: NC1-AU-75-19
Privacy Act: Not applicable.

office exists; they are not why an office exists. More specifically, pescription: Information relating to the organization and functions of an
these files accumulate because of the day-to-day administration obffice, such as copies of documents that are duplicated in the resource
an office and its personnel. Housekeeping files must be maintainednanagement or comparable office that determines the organization and
so they are distinguishable from files documenting the functions or functions of the agency. Included are functional charts and functional
mission of an office. These files may be kept decentralized in eachstatements, copies of documents relating to office staffing and personnel
office, centralized in one office, or a mixture of both depending on strength, such as workforce surveys and authorization vouchers, tables

what is best for each activity. See table B-1.

Table B-1
File category 1: Office administrative housekeeping operations

FN: 1a

Title: Office file numbers

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Approved lists of file numbers.
Disposition: Destroy when superseded.

FN: 1b

Title: Office general management

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information relating to the administration of an office. This
information covers the following internal office procedures that are not
continuing such as hours of duty, individual duties, emergency
evacuation procedures, parking, and traffic control; charitable affairs,
such as blood donations and contributions to charity; public relations and
information activities, such as open house programs and special events
(but not articles, news releases, or similar items that promote or publicize
the office’s mission); office security, such as documents ensuring
security and any covering the security classification system; office
safety, such as minutes of safety meetings and safe and unsafe practice
notes, forms, publications;and reports management, such as forms
surveys and inventory reports (but not those relating to initiating forms,
publications, and reports that pertain to the office’s mission functions);
routine use of automatic data processing(but not documents concerned
with use of automatic data processing for mission functions).
Disposition: Destroy after 1 year.

FN: 1c

Title: Office inspections and surveys

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information relating to inspecting and surveying internal
office administrative procedures. Included are extracts of Inspector
General and command inspection reports, security inspection reports,
safety inspection reports, comparable communications that pertain only
to the performance of housekeeping operations within the office,
including communications about pending inspections, and management
survey reports and similar information applicable to internal office
procedures, layout, workflow patterns, andcomparable matters.
Disposition: Destroy after the next comparable survey or inspection.

FN: 1d

Title: Duty reports

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information prepared by duty officer of the day or by
personnel on charge of quarters duty. Included are daily activity reports
and related information.

Disposition: Destroy after 6 months.

FN: le

Title: Housekeeping instructions

Authority: NC-AU-75-19

Privacy Act: Not applicable.

Description: Memorandums or instructions dealing with the office’s
internal administrative procedures. (This file number does not apply to
instructions concerning an office’s functions or mission.)

Disposition: Destroy when superseded or obsolete.

of distribution and allowance (TDAs), documents showing minor
changes in the office’s organization, orientation briefings to newly
assigned personnel, and similar information.

Disposition: Destroy when no longer needed for current operations.

FN: 1g

Title: Office record transmittals

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Copies of transmittal lists showing records transferred to
RHAs or retired to FRCs.

Disposition: Destroy when no longer needed for administrative or
reference purposes.

FN: 1h

Title: Information access files

Authority: NN-166-204

Privacy Act: AO380-07DAMI

Description: Information received or prepared by an office that identifies
individuals authorized access to official information, particularly
classified information. Included are requests and approvals for access,
rosters of those authorized access, and similar information.
Disposition: Destroy when superseded or made obsolete by the
authorization document, or when the individual has been transferred,
separated, or relieved.

FN: 1i

Title: Office classified document receipts

Authority: [I-NNA-804

Privacy Act: Not applicable.

Description: Receipts for classified documents issued or transferred. If
the receipts are used concurrently as a register or control file, identify
and dispose of them under FN 1;j.

Disposition: Destroy after 2 years.

FN: 1j

Title: Office classified document register of controls

Authority:  1I-NNA-804

Privacy Act: Not applicable.

Description: Information showing the identity and location of classified
documents for which the office is accountable. Included are DA Form
455 (Mail and Document Register), and DA Form 3964 and similar forms
used for control.

Disposition: Destroy 2 years after all classified documents recorded
have been transferred, destroyed, declassified, or entered on a new
sheet.

FN: 1k

Title: Office temporary internal receipts

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information used to loan classified documents temporarily
within the office. These loans are normally of short duration and
documents are often returned the same workday.

Disposition: Destroy on return of the classified document.

FN: 1Im

Title: Office nonregistered classified document destruction certificates
Authority: NC1-AU-79-27

Privacy Act: Not applicable.

Description: Forms or other documents that show the destruction of
classified documents.

Disposition: Destroy after 2 years, or earlier when approved by
HQDA(DAMI-CIS) WASH DC 20310.

FN: 1f

FN: 1n

AR 25-400-2 « 26 February 1993 27



Table B-1
File category 1: Office administrative housekeeping
operations—Continued

Table B-1
File category 1: Office administrative housekeeping
operations—Continued

Title: Office mail controls

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information pertaining to controlling incoming and
outgoing mail by offices other than official mailrooms and postal
activities. Included are routing and suspense slips, records of
messenger trips, mail receipts, and similar information.
Disposition:

a. Accountable mail receipts: Destroy after 2 years.

b. Other documents: Destroy after 3 months.

FN: 1o

Title: Office financial files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information that relates to office expenditures. Included
are itineraries, travel estimates, and requests for travel funds, requests
for long-distance telephone call funds, notices of available telephone
funds, reports of long-distance telephone calls, and similar information.
Disposition: Destroy after 1 year.

FN: 1p

Title: Office service and supply files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information relating to an office’s ordinary supplies and
equipment, communications, transportation, custodial or other services
required by an office, and to the general maintenance of an office.
Included are authorizations, requests, and receipts for supplies,
equipment, and similar papers, requests, and other documents about
issuing keys and locks to an office; requests for publications and blank
forms and other papers relating to supply and distribution of publications
to an office; requests to install telephones, floor plans showing location of
telephone extensions;requests for changes to telephone directories; and
similar papers;information relating to local transportation and custodial
services; office heating, lighting, ventilation, cooling, electrical, and
plumbing systems, painting, partitioning, repairing, or other aspects of
maintenance; and other logistical services required by an office.
Disposition:

a. DA Form 12 series: Destroy when superseded or obsolete.

b. Other information: Destroy upon completion of action or when no
longer needed for current operations.

FN: 1q

Title: Office property records

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Lists, receipts, or comparable information, showing
accountable property charged to an office. (This does not include the
formal supply accounting records described in the 710 series of this
pamphlet.) Also included is information related to approval, use, repairs,
and adjustments of office equipment such as copiers, word processors,
miniaturization systems, or similar systems and equipment.
Disposition: Destroy when superseded, obsolete, or when the property
is turned in.

FN: 1r

Title: Office classified material inventories

Authority: NN-166-204

Privacy Act: AO001DAMI

Description: Results of physical inventories conducted to assure all
classified material is accounted for.

Disposition: Destroy after next inventory.

FN: 1s

Title: Office security classification regrading files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information authorizing regrading of security classified
documents. Included are DA Form 1575, (Request for/or Report of
Regrading Actions), circulars, and related documents.

Disposition: Destroy in CFA 3 years after all documents have been
annotated.

FN: 1t

Title: Office space assignments

Authority: GRS 11, Item 2

Privacy Act: Not applicable.

Description: Information showing administrative space assigned to an
office.Included are space assignment records and related information.
Disposition: Destroy when superseded or obsolete.

FN: 1u

Title: Office privacy disclosure accounts

Authority: GRS 14, ltem 23

Privacy Act: AO340-21AIS

Description: Documents used in accounting for and recording the date,
nature, and purpose of each disclosure made from a system of records
pursuant to the Privacy Program. The accounting consists of a
description of the record disclosed, the name and address of the agency
or person to whom the disclosure was made, and the name and position
title of the person making the disclosure. Included are forms,
correspondence and other papers used for accounting, statements of
mass disclosures, disclosure consent authorizations, and related
documents. Whenever possible, file the disclosure accounting with the
record from which the disclosure was made.

Disposition: Destroy with the record from which the disclosure was
made, or destroy after 5 years, whichever is longer.

FN: 1v

Title: Access controls

Authority: NC1-AU-82-22

Privacy Act: Not applicable.

Description: Information used to maintain accountability for keys, to
inventory keys and locks, and to record entry into containers or vaults.
This information is used in the physical security of conventional arms,
ammunition, explosives, medically sensitive material, and other
Government property. Included are key control registers, key and lock
inventory records, forms used to record entry into vaults or containers,
and similar information.

Disposition:

a. Appointment documents, access rosters, and local control
procedures:Destroy when superseded.

b. Key and lock control registers: Destroy after 90 days. Cut off when
page is filled.

c. Forms used to record entry into vaults or containers: Destroy upon
completion of first entry on new form (except forms involved in an
investigation will be kept until the investigation is completed).

d. Other information: Destroy after 1 year.

FN: 1w

Title: Office general personnel files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information relating to the daily administration of military
and civilian personnel. Included are notices about athletic events and
employee unions, notifications and lists of employees to receive
Government medical services, including x-rays and immunizations,
notices and lists of individuals to receive training, and related
information.

Disposition: Destroy after 1 year.

FN: 1x

Title: Office civilian personnel time and attendance files

Authority: NC1-AU-81-10

Privacy Act: AO037-105aSAFM

Description: Copies of Time and Attendance cards and information
which supports entries to time and attendance reports. Included are
applications for leave (SF 71s) and supplemental time and attendance
records such as overtime requests, and sign-in and sign-out sheets used
for time recording under flextime systems.

Disposition: Destroy after 6 years.

FN: 1y

Title: Office personnel registers

Authority: 1I-NNA-194

Privacy Act: A0001aTAPC

Description: Information used to account for office personnel and to
control office visitors. Included are registers showing personnel arrival,
departure, leave, and temporary duty travel. Does not include official
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operations—Continued

Table B-1
File category 1: Office administrative housekeeping
operations—Continued

personnel registers used to prepare input to Standard Installation
Division Personnel System (SIDPERS).
Disposition: Destroy after 6 months.

FN: 1z

Title: Office personnel locator

Authority: NN-166-204

Privacy Act: A600DAIM

Description: Information providing the name, address, telephone
number, and similar information for each member assigned to an office.
Disposition: Destroy when superseded, obsolete, or when person is
separated or transferred.

FN: laa

Title: Office supervisory or manager employee records

Authority: NN-166-204

Privacy Act: OPM GOVT-1

Description: Information pertaining to each civilian employee, covering
essentially the same actions as those in the Official Personnel Folder
maintained in the civilian personnel office. These records are filed by
employee name and contain complete employee information such as
ongoing personnel actions (included are SF 7B (Service Record) and DD
Form 1435(Cryptographic Maintenance Training and Experience
Record), when required, notices of persons cleared for access to
classified material and other personal security documents, reports,
information relating to individual injuries, letters of appreciation and
commendation, training records, information showing assigned
responsibilities of individuals, positions held, performance appraisals
and counseling, as well as other duplicate forms filed in the Official
Personnel Folder.

Disposition:

a. Send to the servicing personnel office when the employee is
transferred or separated. There it will be checked for documents that
should be permanently filed in the Official Personnel Folder.

b. Withdraw and place in Separation for Military Service File (1cc) for
employees separated to enter military service who have restoration
rights.

c. Send to gaining official for employees transferred within the same
authority on an installation.

d. When employees are separated or transferred to an installation
having different appointing authority, destroy the file (except that DD
Form 1435will be sent to the gaining authority within the Federal
Government).

e. Review at end of each year and destroy documents when superseded
or no longer applicable.

FN: 1bb

Title: Office job descriptions

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Documents describing positions in an office. Included are
DA Form 374 (Job Description) for civilian personnel and comparable job
description forms for military personnel.

Disposition: Destroy when position is abolished, job description is
superseded, or when no longer needed for reference.

FN: 1cc

Title: Office separations for military service

Authority: NN-166-204

Privacy Act: OPM GOVT-1

Description: SF 7 (Service Record) used to consider employees, who
are separated for military service, for civilian positions in absentia.
Disposition: Return to active file (1aa) if employee is restored at end of
obligation period. Destroy if not restored.

FN: 1dd

Title: Office pending requests

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Operating official’s or suspense copies of SF 52 (Request
for Personnel Action) requesting accessions, position changes, rate-of-
pay changes, and separations.

Disposition: Destroy when requested personnel action is complete.

Title: Duty rosters

Authority: NN-166-204

Privacy Act: AO001bTAPC; OPM GOVT-1

Description: Documents used to record routine duties performed by
employees, plus special duties performed on a rotating basis.
Disposition: Destroy 3 months after last entry.

FN: 1ff

Title: Office standards of conduct files

Authority: NN-166-204

Privacy Act: AO001bTAPC; OPM GOVT-1

Description: Documents relating to procedures to ensure that all
personnel fully understand the standards of conduct required of them.
Disposition: Destroy after the next periodic application of the
procedure, orl year after the procedure is obsolete.

FN: 199

Title: Office security awareness

Authority: NN-166-204

Privacy Act: ot applicable.

Description: Documents that concern compliance with security
regulations by all personnel.

Disposition: Destroy after the next periodic application.

FN: 1hh

Title: Office temporary duty travel

Authority: NN-166-204

Privacy Act: AO037-107bSAFM

Description: Requests and authorizations for office personnel for
temporary duty (TDY) and related documents.

Disposition: Destroy after 1 year.

FN: Lii

Title: Office military personnel files

Authority: 1I-NNA-436

Privacy Act: AOO01bTAPC

Description: Information concerning supervising military personnel.
Included are papers pertaining to classification, promotion, orders,
sponsors, indebtedness, leave, enlistment, waivers, statements of
service, bonuses, evaluations, identification, group life insurance,
application for appointment, application for outside employment,
academic and individual training reports, instructional evaluations, and
related information.

Disposition: Destroy 1 year after transfer or separation of individual.

FN: 1jj

Title: Reference publications

Authority: NC-AU-75-19

Privacy Act: Not applicable.

Description: Publications from any Army element, other Government
agencies, and nongovernmental organizations kept for reference in an
office.

Disposition: Destroy when superseded, obsolete, or no longer needed
for reference purposes, except that accountable publications will be
returned to supply channels.

FN: 1kk

Title: Technical material references

Authority: NC-AU-75-19

Privacy Act: Not applicable.

Description: Technical material, such as motion pictures, sound
recordings, still photographs, transparencies, magnetic cards, tapes, or
floppy disks, maps, and charts retained for reference purposes.
Disposition: Destroy when superseded, obsolete, or no longer needed
for reference.

FN: Imm

Title: Reading files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Copies of outgoing communications, arranged by date, for
periodic review by staff members.

Disposition: Destroy after 1 year, or when no longer needed for
reference, whichever is sooner.

FN: lee

FN: 1nn
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operations—Continued

Title: Office message references

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Incoming and outgoing messages in numerical or
chronological order for reference purposes in offices other than signal
communications centers, message centers, and official mail rooms.
Official record copies of messages must be filed in the office’s subjective
MARKS files.

Disposition: Destroy after 1 year.

FN: loo

Title: Policies and precedents

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Extra copies of policy or precedent documents for future
and continuing action. Normally, these files are maintained at the
operating level. Included are standing operating procedures, statements
of policy or procedure, examples of typical cases, and other documents
duplicated in office files.

Disposition: Destroy each document when superseded or obsolete.
Destroy entire file on discontinuance of organizational element to which
it relates.

B-2. File category 1: Administration
a. Prescribing directives.

(1) AR 1-1, Planning, Programing, and Budgeting within the

Department of the Army.
(2) AR 1-20, Legislative Liaison.
(3) AR 1-21, Administrative Space Management.
(4) AR 1-33, Memorial Programs.
(5) AR 1-100, Gifts and Donations.
(6) AR 1-201, Army Inspections Policy.

(7) AR 1-211, Attendance of Military and/or Civilian Personnel

at Private Organization Meetings.

Table B-2
File category 1: Administration—Continued

b. NONACTION: Destroy when no longer needed for current operations.

FN: 1-1a

Title: TDA, CTA, and TAADS files (Rescinded; use FN 310-49b.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not appicable.

Disposition: Not applicable.

FN: 1-1b
Title: Program and budget guidance
Authority: NC1-AU-76-1
Privacy Act: Not applicable
Description: Information on developing, reviewing, approving, and
issuing program and budget guidance by all echelons of the Army.
Included are program objectives, summary budgets, and directives
requiring DA Staff preparation, revision, or updating of program and
budget guidance to operating agencies(essentially extracts from the DA
Five Year Development Plan (FYDP)reflecting those resources
programed for allocation to operating agencies by DA together with
statements of policies, priorities, standards, and workloads), operating
agency and lower echelon program and budget guidance to
subordinates (may be issued in the form of markup to operating
budgets), coordinating actions, operating schedules, and similar
information.
Disposition:
a. Offices of the DA Staff responsible for preparation, approval, and
issue: Permanent. Cut off at end of current FY.
b. Operating agencies:

(1) Guidance prepared by the operating agency and issued to
subordinates: Destroy after 6 years.

(2) Guidance received: Destroy on incorporation in the command5-
year program or on supersession or rescission, as applicable.
c. Other offices: Destroy 1 year after end of FY to which it pertains.

FN: 1-1c

Title: Annual funding program files
Authority: GRS 7, Item 3

Privacy Act: Not applicable.

(8) ER 1-1-23, Technical Assistance to and Exchanges with FOr-pescription:  Information used to authorize operating agencies to incur

eign Governments.

obligations necessary to permit operation while Congress and OMB

b. Description.These records concern administrative functions, complete appropriation and apportionment of funds for the new FY.
such as control of office space, visits, attendance at meetings andhcluded are annual funding programs and documents directly related to
conferences, gifts and donations, memorialization proceedings, andhem.
other support functions not specifically provided for in other series. Disposition:  Destroy 6 years and 3 months after close of the FY

See table B-2.

Table B-2
File category 1: Administration

FN: 1

Title: General administration correspondence files

Authority: NN-167-31 and NN-165-192

Privacy Act: Not applicable.

Description:

a. ACTION: Routine comments on regulations, directives, or other
publications prepared by another office with chief responsibility; program
and budget documents, management improvement reports, cost
reduction reports, and comparable information submitted to offices in
charge of these functions;routine or general requests for information and
replies; informal reports with related information, general
recommendations and suggestions with all types of transmittals; other
transactions of a general, routine, and administrative nature; and other
information relating to administration which cannot logically be filed with
the detailed record series listed below. (This does not include instruction
files. See FN 25-30q.)

b. NONACTION: Matters relating to administration that are received for
information only, on which no action is required. These include cards,
listings, indexes, or other items which are created solely to facilitate or
control work, extra copies of actions maintained by action officers,
duplicate copies of actions accumulated in supervisory offices (establish
and keep only when necessary), and notes, drafts, feeder reports, and
similar working information gathered for preparation of an action.
Disposition:

a. ACTION: Destroy after 2 years.

involved.

FN: 1-1d

Title: Operating agency 5-year programming files

Authority: NC-AU-81-28

Privacy Act: Not applicable.

Description: Information relating to preparing, reviewing, issuing, and
changing the operating agency’s 5-year programs. These programs
reflect in detail the planned application of resources (programed by DA
for availability) toward accomplishment of the assigned mission, goals,
and workloads of the operating agency. DA program guidance amplified,
extended, and published by operating agencies constitutes the 5-year
programs.

Disposition:

a. Offices responsible for preparation and issue: Permanent.Cut off
background information at end of current FY. PIF pages or parts of
program document when superseded, rescinded, or deleted and retain
in CFA.Retire consolidated program document at the end of 5 FYs.

b. Other offices: Destroy program documents when no longer needed for
current operations, and destroy other information after 2 years.

FN: 1-1e

Title: Operating budgets

Authority: NC-AU-75-19

Privacy Act: Not applicable.

Description: Information relating to preparing and submitting budget
estimates and Command Operating Budgets (COBs). Lower order
estimates and COBs are progressively incorporated into higher order
estimates and COBs. The final incorporations (accomplished by general
and special operating agencies receiving program and budget guidance
directly from DA) are forwarded to DA for staff use in preparing and
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defending the Army budget, the President’s budget, and apportionment
requests. Included are Command Budget Estimates(formerly
Commander’s Statement and Budget Summary), draft and final
COBs(formerly Operating Budget and Summary), Military Assistance
Program operating budgets, comparable budgets and budget estimates,
minutes of program budget advisory committees, and related
information.
Disposition:
a. Preparing offices of general and special operating agencies:

(1) Agency-wide estimates, COBs, and related
information:Permanent. Cut off at the end of the target FY.

(2) Copies of lower order COBs, estimates, and related
information.Destroy 1 year after end of target FY.
b. Other preparing offices:

(1) Final published COBs: Permanent. Cut off at end of target FY.

(2) Other records: Destroy after 3 years.
c. Other offices: Destroy at the end of target FY.

FN: 1-1f. Not used.

Title: Not applicable.
Authority: Not applicable.
Privacy Act: Not applicable.
Description: Not applicable.
Disposition: Not applicable.

FN: 1-1g

Title: DA program development files

Authority: NC1-AU-78-37

Privacy Act: Not applicable.

Description: Information relating to the preparation, coordination,
approval, and issue of the DA Five-Year Defense Program or
comparable DA program document that translates the objectives
established by the DA plans into time-phased schedules of
accomplishment. These program documents are approved by the
Secretary of the Army and the Secretary of Defense and thereafter serve
as the basis for development, by the DA Staff, of the more detailed
program and budget guidance to operating agencies. Included are
summary and descriptive data sheets, program change requests,
subject issues, manpower memorandums, minutes of meetings of
review committees, coordinating actions, approvals, summary tables,
force lists, shopping lists for materiel items, and related information.
Disposition:

a. Offices responsible for preparation: Permanent. Cut off at end of the
current FY.

b. Other offices: Destroy after 3 years.

FN: 1-1h

Title: DA program documents

Authority: NC1-AU-78-37

Privacy Act: Not applicable.

Description: Record and reference copies of the published DA Five-
Year Force Structure and Financial Program or comparable DA program
document, including page changes and revisions thereto.Note: The
Office of the Chief of Staff is responsible for maintenance and retirement
of record copies.

Disposition:

a. Record copies: Permanent. Cut off at the end of the current FY.

b. Other copies: Destroy when superseded, obsolete, or no longer
needed for reference.

FN: 1-1i

Title: DA budget estimates

Authority: NC1-AU-78-29

Privacy Act: Not applicable.

Description: Information created in the DA Staff preparation, review,
and consolidation of budget estimates and in their submission to the
Office of the Secretary of Defense for incorporation in the DOD budget.
Included are budget estimates prepared by DA Staff agencies for their
functional areas of responsibility, minutes of budget committee
meetings, consolidated Army budget estimates, approvals, Defense
markups (subject and issues) upon which the President’'s budget is
based, briefings, and presentations on the budget estimates for review

offices in DOD and the Office of Management and Budget(OMB), and
related information.

Disposition:

a. Offices responsible for preparation, consolidation, and
approval:Permanent.

b. Other offices: Destroy after 2 years.

FN: 1-1j

Title: Congressional budget justifications

Authority: NC1-AU-78-29

Privacy Act: Not applicable.

Description: Information accumulated by DA Staff agencies and to a
lesser extent by operating agencies in defending DA budget estimates
before Congress and congressional committees. Included are copies of
opening statements, documents reflecting expected questions and
answers thereto, prepared testimony, coordinating actions, resumes of
congressional hearings and related information. (Similar documents
accumulated in nonprogramming and budgeting channels, that is,
offices responsible for staff supervision of the process or item being
justified to the Congress, should be filed in the appropriate functional
files for that item or process.)

Disposition:

a. Office of the Comptroller of the Army and office responsible for
presenting the justification or testimony: Permanent.

b. Other offices: Destroy after 2 years.

FN: 1-1k

Title: Program and budget inputs

Authority: NC1-AU-78-29

Privacy Act: Not applicable.

Description: Information relating to the furnishing of data for Army
program and budget guidance, formulation, and execution. These files
accumulate in Army staff offices and in offices of general and special
operating agencies.They reflect data for the various program elements,
such as research and development, training and education,
communications, materiel, construction, maintenance, transportation
and housing. Included are schedules, coordination information,
justifications, minutes of meetings, plans, and similar information.
Disposition:

a. Offices of the DA Staff responsible for preparation and
submission:Permanent. Cut off at end of target FY.

b. Other offices: Destroy 2 years after end of target FY.

FN: 1-1m

Title: Conferences

Authority: NC1-AU-78-36

Privacy Act: Not applicable.

Description: Information accumulated by secretaries and participants in
such conferences as the Senior Army Commanders Conference and the
General Council Meeting. This information relates to discussions, new
policies, important events, and significant trends in the Army. Included
are plans for the conference, transcripts of presentations and
discussions, conference agenda, list of participants, and other
information relating to the conference.

Disposition:

a. Official secretariat files: Permanent. PIF when no longer needed for
current operations and cut off at the end of that year.

b. Participants’ files: Destroy when superseded, obsolete, or no longer
needed for reference.

FN: 1-1n

Title: Joint planning comments

Authority: NC1-AU-78-48

Privacy Act: Not applicable.

Description: DA documents related to commenting on, establishing the
Army view on, or providing input for joint plans, other Service plans, and
operational and contingency plans of unified and specified commands.
Included are comments, input data, copies of draft plans, and related
information.

Disposition:

a. DA offices responsible for establishing the coordinated Army
view:Permanent.

b. Other offices: Destroy after 2 years.

FN: 1-1p
Title: Agency and command planning files

AR 25-400-2 « 26 February 1993 31



Table B-2
File category 1: Administration—Continued

Table B-2
File category 1: Administration—Continued

Authority: NC-AU-75-24

Privacy Act: Not applicable.

Description: Information created by DA staff agencies and to a lesser
extent by certain continental United States (CONUS) major commands
which relate to the preparation, review, and approval of plans which
support, complement, or provide input for DA plans, but not operational
plans or plans specifically described elsewhere in this pamphlet.
Included are contributions to the plans, coordinating actions, approvals,
copies of the approved plans, and related information.

Disposition:

a. Office responsible for preparation and issue: Permanent. PIF on
supersession, revision, or discontinuance of the plan and cut off at the
end of the year.

b. Other offices: Destroy copies of the plans on supersession or when no
longer needed for reference and destroy other information after 2 years.

FN: 1-1q

Title: DA planning files

Authority: NC-AU-75-24

Privacy Act: Not applicable.

Description: Information relating to the preparation, coordination,
review, and approval of the Basic Army Strategic Estimate (BASE), Army
Strategic Plan(ASP), Army Force Development Plan (AFDP), ARMY
Capabilities Plan (ACP), or comparable plans with Army-wide
applicability, but not plans described elsewhere in this regulation.
Included are coordinating actions on proposed plans, contributions to the
plans, approvals, copies of the approved plans, and related information.
Disposition:

a. DA office responsible for preparation of the plan or contribution
thereto: Permanent. Cut off annually following revision or discontinuance
of the plan.

b. Other offices: Destroy copies of the plan on supersession or when no
longer needed for reference and destroy other information after 2 years.

FN: 1-20a

Title: Legislation files

Authority: NC1-AU-82-13

Privacy Act: Not applicable.

Description: Information on preparing and processing legislation,
Executive orders, proclamations, and reports on legislation proposed by
or of interest to DA, excluding appropriation bills. Included are
communications containing drafts of legislation proposed by the Army,
and reports of congressional committees on introduced legislation,
comments on legislative proposals and reports on legislation proposed
by, or the responsibility of the Secretaries of Defense, Navy, or Air Force,
reports to the Office of Management and Budget on legislation proposed
by agencies outside of DOD, intra-Army coordinating actions on the
aforementioned legislative proposals, and related information.

Note: Information gathered by operating offices of the Army Staff and
headquarters of the major commands will be filed in the proper
subjective files.

Disposition: Offices having staff responsibility for the overall DA
legislative program and headquarters of major commands in charge of
action on reports and comments on legislation proposed by non-Army
agencies:

a. Private claims legislation: Destroy 50 years after final action.

b. All other legislation: Permanent. PIF at close of each Congress and
cut off at the end of that year.

FN: 1-20b

Title: Legislation comments

Authority: NC1-AU-75-19

Privacy Act: Not applicable.

Description: Information showing comments on proposed legislation,
Executive orders, proclamations, and reports which are initiated by or for
which chief responsibility for action has been assigned to another Army
Staff agency or command. Included are related copies of the
organization’s comments, copies of proposed legislation, and related
information.

Disposition: Offices of legislative officers or persons designated to
coordinate and control the legislative activities of the Army Staff agency
or command: Destroy after 5 years.

FN: 1-20c
Title: Congressional investigations

Authority: NC1-AU-77-133

Privacy Act: Not applicable.

Description: Information showing liaison between DA and
congressional committees. Included is information on the selection of
witnesses to appear before, and the presentation of evidence to, such
committees, information on the activities of congressional committees
investigating the activities of the department, analyses of committee
reports, and coordination of congressional committee visits to Army
establishments, including release of information.

Disposition:

a. Offices in charge of the maintenance of liaison between DA and
congressional committees: Permanent. PIF at close of each Congress,
cut off at the end of that year, hold in CFA 2 years and retire to WNRC.
b. Legislative officials or persons designated to coordinate and control
congressional correspondence at the Army Staff and at headquarters of
major and intermediate commands: Permanent. PIF at close of each
Congress, cut off at the end of that year, hold in CFA 4 years and retire to
WNRC.

FN: 1-20d

Title: Congressional visit reports

Authority: NC1-AU-81-12

Privacy Act: Not applicable.

Description: Information reporting visits by members or staff members
of congressional committees (except appropriation committees) to any
element of DA. Information includes the name of the visiting
congressional committee or survey group, subject of the visit, reference
copies of correspondence, requests for travel orders, messages,
financial statements, and similar data.

Disposition: All offices responsible for coordination of DA congressional
liaison activities: Destroy after 6 months.

FN: 1-20e

Title: Congressional correspondence

Authority:  [I-NN-A-2093

Privacy Act:  AO001-20SALL

Description: Information on congressional inquiries on all matters within
the scope and activity of DA, except in areas affecting budgets,
appropriations, and related financial matters, or concerning the release
of safeguarded information. Included is correspondence between
members of Congress, their constituents, other people and the Army on
such matters as alleged unfair treatment, improper assignment, poorly
prepared food, poor housing conditions, and inadequate medical
attention.

Disposition:

a. Offices in charge of overall coordination of DA congressional liaison
activities: Destroy after 5 years.

b. Offices of legislative officers or persons designated to coordinate and
control congressional correspondence at the Army Staff and at
headquarters of major and subordinate commands: Destroy after 3
years, if used as record of disclosure accounting under the Privacy Act of
1974 (5 USC 552a) destroy after 5 years or life of the disclosed file,
whichever is later.

c. Offices of persons designated to coordinate and control congressional
correspondence at lower echelons: Destroy after 2 years, if used as a
record of disclosure accounting under the Privacy Act of 1974 (5 USC
552a), destroy after 5 years or life of the disclosed file, whichever is later.

FN: 1-21a

Title: Office space assignments (Rescinded; use FN 1t.)
Authority: Not applicable.

Privacy Act: Not appicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 1-21b

Title: Space management controls

Authority:  NN-166-204, GRS 11, Item 2

Privacy Act: Not applicable.

Description: Information relating to the control and allocation of office
space. Included are space allocations, space reports, requests for
additional space or change in space locations, space releases, surveys
of space requirements, office layouts, requests for moves, alterations,
and repairs, and similar information.

Disposition:
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a. Office of the Secretary of the Army and offices of Army Staff agency
space officers: Destroy when superseded, obsolete, or no longer needed
for reference.

b. Other offices: Destroy 1 year after completion of the move or other
final action.

FN: 1-1-23a

Title: Foreign technical assistance files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information on details of Corps of Engineer personnel
abroad, such as correspondence and memorandums.

Disposition: Office of the Chief of Engineers (OCE): Destroy after 2
years.

FN: 1-1-23b

Title: Foreign engineer training files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information on inservice training of foreign engineers with
U.S.Army Corps of Engineers through the State Department. Included
are correspondence, agreements, and vouchers.

Disposition: OCE: Destroy after 5 years.

FN: 1-23a

Title: Ceremonies (Rescinded; use FN 600-25c.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 1-23b

Title: Amateur rocketry files (Rescinded)
Authority: Not applicable.

Privacy Act: Not appicable.

Description: Not applicable.
Disposition: Not applicable.

FN: 1-23c

Title: Public appearance schedule reports(Rescinded; use FN
360-61c.)

Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 1-33a
Title: Memorialization board files
Authority: NC1-AU-80-9
Privacy Act: Not applicable.
Description: Information relating to the naming of installations,
buildings, streets, areas, or facilities. Included are proposals,
coordinating information, photographs, citations, copies of orders or
directives, minutes of memorialization board decisions, and similar
information. (AR 1-33requires that memorializations accomplished at
the installation level be reported to The Adjutant General, and also be
made a matter of record in the installation historical files (870-5b).)
Disposition:
a. Office of The Adjutant General:

(1) Records pertaining to plaques: Destroy after 10 years.

(2) All other records: Permanent.
b. Other offices: Destroy after 2 years.

FN: 1-40a

Title: Inspection coordination files (Rescinded; use FN 1-201a.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 1-100a

Title: Army gift offers

Authority: NC1-AU-76-59

Privacy Act: AO870-5DAMR

Description: Information relating to the offer of gifts and donations by
private citizens and organizations to DA. These records accumulate at

HQDA only. Included are offers, evaluation of offers and coordinating
information, letters of acceptance or refusal, and related information.
Disposition:

a. Accepted offers: Permanent. Retain in CFA 5 years and retire.

b. Refused offers: Destroy after 5 years.

FN: 1-201a

Title: Inspection coordination files

Authority: 11-NN-3494

Privacy Act: Not applicable.

Description: Information related to reviewing, controlling, coordinating,
and consolidating planned inspections, surveys, and visits. Included are
notifications of impending visits, requests for authority to make visits,
itineraries, approvals, requests for changes, and related information.
Disposition: Destroy after 2 years.

FN: 1-201b

Title: Command inspection program (DA and MACOM headquarters)
Authority: NC1-AU-80-12

Privacy Act: Not applicable.

Description: Information relating to the conduct of command and staff
inspections. Included are the retained copy of the report sent to the
inspected activity, supporting information essential to and filed with the
report, correspondence from the inspected activity indicating corrective
action taken, information accumulated in staff offices that furnished
members for the inspection team, and similar information.

Disposition:

a. Office performing inspection:

(1) Retained copy of the report with essential information filed
therewith: Permanent. PIF on completion of next command or staff
inspection and cut off at the end of that year.

(2) Information accumulated in staff offices, by members of the team:
Destroy after 2 years.

b. Office inspected: Destroy after next comparable survey or inspection.

FN: 1-201c

Title: Command inspection program (SUBMACOM and below)
Authority: NC1-AU-79-31

Privacy Act: Not applicable.

Description: Information accumulated as a result of a command or staff
inspection. Included are reports of inspections, correspondence
directing corrective action, correspondence replying to these
instructions, and similar information.

Disposition:

a. Office performing inspection: Destroy after 2 years.

b. Office inspected: Destroy after next comparable survey or inspection.

FN: 1-201d

Title: Staff visits

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information accumulated because of staff visits (free
inspections) or an inspection other than a command or Inspector
General inspection, generally conducted by staff representatives who
are responsible for the functional area being inspected, to ensure
compliance with established policy, provide assistance, or to assess the
ability of an organization to perform its assigned mission.

Disposition:

a. Office conducting visit: Destroy 1 year after completion of next
comparable visit.

b. Office visited: Destroy after 2 years, except files relating to recurring
staff visits will be destroyed on completion of the next visit.

FN: 1-211a

Title: International conferences

Authority: NC1-AU-78-38

Privacy Act: Not applicable.

Description: Information pertaining to the view of DA relating to the
participation of United States representatives at international
conferences and DA representation in inter-American and international
agencies. This information relates to developing basic data for
background and guidance at conferences, attendance of DA personnel

AR 25-400-2 « 26 February 1993 33



Table B-2
File category 1: Administration—Continued

Table B-3
File category 5: Management—Continued

at conferences, and control over the appropriation “Inter-American
Relations, Department of the Army.”

Disposition:

a. Office having Army-wide responsibility: Permanent. PIF when no
longer required for current operations and cut off at the end of that year.
b. Other offices: Destroy after 2 years.

B-3. File category 5: Management
a. Prescribing directives.

(1) AR 5-4, Department of the Army Productivity Improvement

Program.
(2) AR 5-5, Army Studies and Analyses.

(3) AR 5-8, Host-Supported Activity Relationships (Intraservice).

(4) AR 5-10, Reduction and Realignment Actions.

Title: Management improvement project background files

Authority: NC-AU-75-19

Privacy Act: Not applicable.

Description: Information used as background material in developing
and completing management improvement projects. Included are
analyses, notes, drafts, interim reports, and data used, but not included
in the official project file.

Disposition: Destroy after 3 years or 3 years after completion of related
project, as applicable.

FN: 5-4c

Title: Work simplification proposals

Authority: NC-AU-75-19

Privacy Act: Not applicable.

Description: Information related to analysis of specific work procedures
to simplify and improve them. Included are proposals for improvement,
work distribution charts, flow process charts, work counts, motion

(5) AR 5-14, Managing Contracted Advisory and Assistan@eonomy studies, layout studies, action taken on proposals, and similar

Services.
(6) AR 5-17, Army lIdeas for Excellence Program.
(7) AR 5-20, Commercial Activities Program.

information.
Disposition: Permanent. PIF when action has been taken on proposal
and cut off at the end of that year.

b. Description.These records concern policies and principles of FN: 5-4d
Army management doctrine, development and application of work Title: Management and productivity improvement reports
measurements, techniques of work simplification, management re-Authority: NC1-AU-84-34
view, and controlling the use of resources not specifically provided Privacy Act: Not applicable.

for in other series (table B-3).
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FN: 5

Title: General management correspondence files

Authority: NN-167-31 and NN-165-192

Privacy Act: Not applicable.

Description:

a. ACTION: Routine comments on regulations, directives, or other
publications prepared by another office with chief responsibility; program
and budget documents; management improvement reports, cost
reduction reports, and comparable information submitted to offices in
charge of these functions;routine or general requests for information and
replies; informal reports with related information; general
recommendations and suggestions with all types of transmittals; other
transactions of a general, routine, and administrative nature; and other
information relating to management which cannot logically be filed with
the detailed record series listed below. This does not include instruction
files. See FN. 25-30q.)

b. NONACTION: Matters relating to management that are received for
information only, on which no action is required. These include cards,
listings, indexes, or other items which are created solely to facilitate or
control work, extra copies of actions maintained by action officers,
duplicate copies of actions accumulated by supervisory offices
(establish and keep only when necessary), and notes, drafts, feeder
reports, and similar working information gathered for preparation of an
action.

Disposition:

a. ACTION: Destroy after 2 years.

b. NONACTION: Destroy when no longer needed for current operations.

FN: 5-4a

Title: Management improvement projects

Authority: NC1-AU-84-34

Privacy Act: Not applicable.

Description: Information relating to projects which initiate changes in
the manner or method of planning, directing, controlling, or doing work to
increase effectiveness, efficiency, and economy. Included are studies,
charts, coordination information, recommendations, statistical data, and
similar information on management improvement projects to include
Total Quality Management.

Disposition:

a. Offices of HQDA, MACOMSs, and major Army subcommands:
Permanent.

b. Other offices: Destroy after 10 years.

FN: 5-4b

Description: Retained copies of reports made to higher headquarters
dealing with improvement of management and productivity in the Army.
Disposition: Destroy when no longer needed for current operations.

FN: 5-4e
Title: Value engineering reports
Authority: NC1-AU-77-72
Privacy Act: Not applicable.
Description: Information used in reporting information on the training,
workload, execution, results, and cost of value engineering
activities.Included are value engineering proposal reports and related
information.
Disposition:
a. Offices requiring the reports:
(1) Army-wide consolidations or summaries: Destroy after 10 years.
(2) Feeder reports: Destroy after 5 years.
b. Other offices: Destroy after 5 years.

FN: 5-4f

Title: Value engineering studies

Authority: NC1-AU-77-73

Privacy Act: Not applicable.

Description: Information used in accomplishing value improvements
and reduction in cost of existing or planned items of materiel and
equipment.Included are value engineering studies, in-house value
engineering proposals(VEPSs), contractor value engineering change
proposals (VECPs), cost data, production and procurement process
data, and related information.

Disposition:

a. Value engineering office responsible for making the study: Destroy
after 10 years.

b. Other offices: Destroy when no longer needed for current operations.

FN: 5-5a
Title: Management survey cases
Authority: NC1-AU-84-32
Privacy Act: Not applicable.
Description: Information relating to the systematic, formal review of
organizational structure or operational procedures which accumulated in
the office conducting the survey or the office sponsoring a contract for
survey services. Individual studies and surveys may range in scope from
a comprehensive review of organization and all operating procedures to
a study of one particular procedure, process, or method of a particular
phase of management. Included are documents reflecting request or
authorization to conduct the survey, the finished report, and actions
taken as a direct result of the survey.
Disposition:
a. Office conducting the survey or office sponsoring the contract:
(1) HQDA, MACOMs, and major Army subcommands: Permanent.
(2) Other offices: Destroy when no longer needed for current
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operations.
b. Office surveyed: Destroy when no longer needed for current
operations.

FN: 5-5b

Title: Management survey background files

Authority: NC-AU-75-19

Privacy Act: Not applicable.

Description:  Information used in collecting data for or during a
management survey and accumulated in offices conducting or
participating in the survey.Included are notes, statistical data, copies of
standing operating procedures, organizational charts, functional charts,
personnel data, and similar material collected for factfinding or backup
purposes and information reflecting preliminary arrangements incidental
to specific surveys, such as time schedules and security clearance.
Disposition: Destroy when no longer required for reference.

FN: 5-5¢

Title: Long-range studies

Authority: NC1-AU-77-174

Privacy Act: Not applicable.

Description: Information identifying long-range operational,
organizational, and materiel objectives based on projections of national
policy, intelligence forecasts, and technological forecasts. Included are
long-range studies and coordinating actions.

Disposition:

a. Office responsible for final review and office responsible for final
approval of studies: Permanent.

b. Office responsible for preparing study: Destroy 5 years after approval
or disapproval of study recommendations.

c. Other offices: Destroy after 2 years.

FN: 5-5d

Title: Combat/training development studies

Authority: NC1-AU-77-174

Privacy Act: Not applicable.

Description: Information relating to preparation, review, evaluation, and
approval of combat or training development studies directed toward
refinement and attainment of operational, organizational, and material
objectives established by long-range studies. Included are long-, mid-,
and short-range studies containing a summary, a copy of the study
directive, an outline of the purpose and scope of the study, a summary of
discussions, and an analysis of comments furnished by other combat
development agencies, coordinating actions, approval notifications, and
recommendations regarding implementing action.

Disposition:

a. Offices of major command headquarters responsible for final review,
and office at the Army Staff responsible for final approval: Permanent.
b. Offices preparing the studies: Destroy 5 years after completion of the
study.

c. Other offices: Destroy after 2 years.

FN: 5-5e

Title: Combat/training development study comments

Authority: NC1-AU-75-19

Privacy Act: Not applicable.

Description: Information accumulated at combat/training development
agencies and groups through commenting on or assisting in studies
conducted by other combat development agencies. Included are copies
of study directives, copies of studies and coordinating actions thereon,
and related communications.

Disposition: Destroy after 2 years, or 2 years after completion of the
related study, as applicable.

FN: 5-5f

Title: Research reports

Authority: NC1-AU-86-10

Privacy Act: Not applicable.

Description: Information compiled on research studies to be conducted
or sponsored by DA. The reports reflect the research, project number,
title, and name of the investigator, purpose, approach, and status of the
study, and similar information. Included are DD Forms 1498 (Research
and Technology Work Unit Summaries), and similar information.
Disposition: Destroy when no longer needed for current operations.

FN: 5-8a

Title: Agreements

Authority: NC-AU-75-19

Privacy Act: Not applicable.

Description: Information relating to understandings and agreements
between elements of the Army, between the Army and other military
Services or Federal agencies, or between the Army and other non-
Federal organizations or agencies(but not with foreign countries). These
understandings and agreements are negotiated for providing and
obtaining various types of support services. The services include
logistical, medical, administrative, fire protection, facilities, payroll, and
similar support. They can be one-time or continuing, and on either a
reimbursable or a nonreimbursable basis. Included are agreements,
agreement checklists, Memorandums of Understanding (MOUS),
Memorandums of Agreement (MOAS), review comments, and similar
information.

Disposition:

a. Office requesting support and office providing support:

(1) Understandings and agreements involving transfer of personnel
spaces and materiel will be destroyed 6 years after supersession,
cancellation, or termination of the understanding or agreement.

(2) Understandings or agreements not involving transfer of personnel
spaces and materiel will be destroyed 3 years after supersession,
cancellation, or termination of the agreement.

b. Reviewing offices: Destroy 1 year after supersession, cancellation, or
termination of the understanding or agreement. Earlier destruction is
authorized.

FN: 5-8b

Title: Service school affiliations

Authority: 11-NN-3499

Privacy Act: Not applicable.

Description: Information about the affiliation of personnel and courses
at service schools with civilian educational institutions. Included are
affiliation agreements and related information.

Disposition: Destroy after 10 years. Transfer to RHA after 5 years.

FN: 5-10a

Title: Program briefings

Authority: NC1-AU-78-36

Privacy Act: Not applicable.

Description: Information related to periodic presentations of proposed
programs, approved programs, forecasts, trends, and results of the
execution of programs. Included are presentation materials, such as
charts, vugraphs, and other aids, memorandums of actions directed,
records of questions and answers, and related information.
Disposition: Permanent. PIF on development of a new program and cut
off at the end of that year.

FN: 5-10b

Title: Operating program progress reports

Authority: NC-AU-75-19

Privacy Act: Not applicable.

Description: Information which reflects actual performance, progress,
accomplishments, deficiencies, and problems in relation to program
goals.Included are cost and performance reports, statements of
analysis, commander’s narratives, summaries, and related information.
Disposition: Permanent.

FN: 5-10c

Title: Reduction and realignment documentation

Authority: N1-AU-89-6

Privacy Act: Not applicable.

Description: Information accumulated in fulfilling the requirements of
statutes, directives, and policies governing actions involving reduction of
personnel and manpower spaces and installation and activity
realignments within DA. Included are realignment summaries, analyses
and assessments, case studies and justifications, environmental
information, congressional notification documents, public
announcement documents, implementation plans, and supporting
information.

Disposition:

a. Army approval authority: Permanent. Cut off on completion or
cancellation of related reduction or realignment.

b. Office responsible for submitting documentation for approval:
Destroy10 years after completion or cancellation of related reduction or
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realignment.
c. Office responsible for review, comment, or contribution of information:
Destroy after 5 years.

FN: 5-14a

Title: Research reports

Authority: [I-NNA-2076

Privacy Act: Not applicable.

Description: Information compiled on research studies to be conducted
or sponsored by DA. The reports reflect the research, project number,
title, and name of the investigator, purpose, approach, and status of the
study, and similar information. Included are DD Forms 1498 (Research
and Technology Work Unit Summaries), and similar information.
Disposition: Destroy when no longer needed for current operations.

FN: 5-17a

Title: AIEP Annual Reports

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Statistical and narrative information on participation,
approvals, benefits, and other aspects of the Army Ideas for Excellence
Program (AIEP).

Disposition: Destroy 3 years after acceptance by higher headquarters.

FN: 5-17b

Title: AIEP cases

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information relating to submission, processing, evaluation,
and disposition of individual AIEP suggestion cases.

Disposition: Destroy 2 years after final disposition or when no longer
needed for current operations.

FN: 5-17c

Title: AIEP publicity

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information on publicizing or encouraging participation in
the AIEP. Included are record copies of posters, placards, cartoons,
newspaper items, photos, letters, and so forth.

Disposition: Destroy after 3 years or when no longer needed.

FN: 5-20a
Title: Commercial activity (CA) programs
Authority: NC1-AU-85-60
Privacy Act: Not applicable.
Description: Information accumulated as a result of conducting studies
to determine the feasibility of performing commercial activities either in-
house or by contract. Included are feasibility studies, 5-year review of
functions, cost analyses, justifications, approvals, new start proposals,
annual CA inventories, and supporting information.
Disposition:
a. Office with Army-wide responsibility: Destroy after 6 years, or when no
longer needed for current operations, whichever is later.
b. Other offices:

(1) Annual CA inventory: Destroy after 5 years.

(2) Remaining information: Destroy upon completion of next 5-year
review.

FN: 5-20b

Title: GOCO installation files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Contractors’ records are not a responsibility of the Army.
Their custody is a responsibility of the contractor concerned, except that
certain joint records, such as joint property accounts, if determined by
the contracting officer to be of value to or required by the Army, may be
preserved with Army records to which they pertain. Contractors will
exercise this authority with extreme caution to make certain that records
without definite legal or administrative value to the Government are not
accessioned.Contractors’ records will not be accessioned for the sole
purpose of relieving the contractor of custody thereof without specific
authority from HQDA(SAIS-PDD). Requirements for retention of
contractors’ records are set forth in provisions of the pertinent contracts
pursuant to the Federal Acquisition Regulation (FAR) and Defense
Federal Acquisition Regulation Supplement (DFARS). Army records of

various types are accumulated as a result of contractor operations
conducted at Government-owned and contractor-operated (GOCO)
industrial installations and at industrial installations in standby status.
Army files which are known to be pertinent to an unsettled claim,
incomplete investigation, or pending litigation will not be destroyed until
settlement of the claim or completion of the investigation or litigation.
Files not directly related to contractor operations, such as accounting
records required in continued operation of the plant, individual civilian
personnel files, individual military personnel files, and bills of lading files
will be disposed of in accordance with instructions in this regulation
which govern the maintenance and disposition of files in these subjective
categories.

Disposition:

a. Army records created from contractor operations, including industrial
property accounts files: Destroy 6 years after close of the FY in which
final payment is made.

b. Industrial property account files of installations in standby
status:Destroy 2 years after resumption of contractor operations or 2
years after disposition of the installation, as applicable.

B—4. File category 10: Organization and functions

a. Prescribing directives.

(1) AR 10-5, Department of the Army.

(2) AR 10-67, U.S. Army Joint Interface Test Force Joint Inter-
operability for Tactical Command and Control System.

(3) ER 10-1-7, Board of Engineers for Rivers and Harbors.

b. Description.These records concern organization, mission, re-
sponsibilities, duties, and functions of DOD, HQDA, DA agencies,
major commands, and other commands, units, and organizations.
See table B-4.

Table B—4
File category 10: Organization and Functions

FN: 10

Title: General organization and functions correspondence files
Authority: NN-167-31 and NN-165-192

Privacy Act: Not applicable.

Description:

a. ACTION: Routine comments on regulations, directives, or other
publications prepared by another office with chief responsibility; program
and budget documents; management improvement reports, cost
reduction reports, and comparable information submitted to offices in
charge of these functions;routine or general requests for information and
replies; informal reports with related information; general
recommendations and suggestions with all types of transmittals; other
transactions of a general, routine, and administrative nature; and other
information relating to organization and functions which cannot logically
be filed with the detailed record series listed below. (Does not include
instruction files. See FN 25-30q.)

b. NONACTION: Matters relating to organization and functions that are
received for information only, on which no action is required. These
include cards, listings, indexes, or other items which are created solely to
facilitate or control work, extra copies of actions maintained by action
officers, duplicate copies of actions accumulated by supervisory
offices(establish and keep only when necessary), and notes, drafts,
feeder reports, and similar working information gathered for preparation
of an action.

Disposition:

a. ACTION: Destroy after 2 years.

b. NONACTION: Destroy when no longer needed for current operations.

FN: 10-1a

Title: Office organization files (Rescinded; use FN 1f.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 10-1-7a
Title: Survey reports
Authority: NC1-AU-85-27
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File category 10: Organization and Functions—Continued

Privacy Act: Not applicable.

Description: Information on the preparation, processing, and
submission of reports to Congress on surveys, and review reports for
rivers and harbors, flood control improvements, cooperative beach
erosion control studies, hurricane flood studies, and other reports in
connection with the planning and authorization of civil works projects.
Included are study cost estimates, reports with appendixes and exhibits,
records of public hearings, reports of field conferences, notices, and
published congressional information.

Disposition:

a. OCE and Board of Engineers for Rivers and Harbors:

(1) Survey reports submitted by field offices, with related appendixes
and exhibits, and transcripts of public hearings: Destroy when no longer
needed for current operations.

(2) All other records: Permanent.

b. Districts and Operational Divisions:

(1) Raw hydraulic, topographic, geological, economic and other data
that is summarized or consolidated in other records: Destroy when no
longer needed for current operations.

(2) All other records: Permanent.

c. Other offices: Destroy when no longer needed for current operations.

FN: 10-1-7b
Title: Survey report status files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Summary of board action, statement of decisions, and
monthly status report on preliminary examinations and surveys in the
stage between receipt of advance copy and submission to OCE after
board action.
Disposition:

FN: 10-1-7c

Title: Agency project reviews

Authority: NN-166-204

Privacy Act: Not applicable.

Description:  Survey reports and work plans pertaining to proposed
projects of other Federal agencies.

Disposition: OCE: Destroy after 2 years, except that related
correspondence is permanent.

OCE: Destroy when obsolete.

FN: 10-5a

Title: Organization plans

Authority: NC1-AU-80-27

Privacy Act: Not applicable.

Description: Information relating to the establishment of and changes in
organization functions and relationships of activities, installations,
commands, and agencies, and of non-Army agencies when such action
affects or potentially affects the Army. Included are staff studies, reports
of working groups, minutes of committee meetings and staff
conferences, information relating to overall functions and missions,
copies of organization and functions plans, manuals, and charts, copies
of published directives implementing establishment or change, and
similar information.

Disposition:

a. Agencies not converting all data to microform:

(1) Offices responsible only for intra-Army review, comment, or
contribution of information: Destroy after 2 years.

(2) All other offices: Permanent.

b. Agencies converting all data to microform:

(1) Original documents: Destroy after verification that the microform
meets prescribed quality standards and that the microform is an
adequate substitute for the original documents.

(2) Microforms:

(a) Offices responsible only for intra-Army review, comment, or
contribution of information: Destroy original microforms after2 years.

(b) All other offices: One silver halide microform set and one diazo or
vesicular copy: Permanent.

(3) Other microform copies: Destroy when no longer needed for
current operations.

FN: 10-67a

Title: JINTACCS interface planning files
Authority: NC1-AU-76-64

Privacy Act: Not applicable.

Description:

Information relating to the development, coordination, and

approval of technical interface concepts and technical interface design
plans for tactical command and control systems.

Disposition:

a. Office having Army-wide responsibility: Permanent. PIF on
discontinuance of Joint Interoperability of Tactical Command and
Control System (JINTACCS) activity and cut off at the end of that year.
b. Other offices: Destroy after 2 years.

FN: 10-67b
Title: JINTACCS test procedures and plans
Authority: Authority: NC1-AU-76-65

Privacy Act:
Description:

Privacy Act: Not applicable.
Information relating to development of test philosophies,

proposals, plans and procedures. Included are coordination actions,
recommendations from Services or agencies, recommendations
regarding implementing actions, and joint interface implementation

plans.

Disposition:

a. Office having Army-wide responsibility: Destroy 5 years after
discontinuance of activity.

b. Other offices: Destroy after 2 years.

FN: 10-67c

Title: JINTACCS configuration management files
Authority: NC1-AU-76-66

Privacy Act: Not applicable.

Description:

Information relating to the management and

standardization of configuration for tactical command and control
systems. Included are proposed changes to data messages and data
standards and actions related to those changes.

Disposition:

a. Office having Army-wide responsibility: Permanent. Cut off on
discontinuance of activity.

b. Other offices: Destroy after 2 years.

FN: 10-67d

Title: JINTACCS data standardization files
Authority: NC1-AU-76-67

Privacy Act: Not applicable.

Description:

Information identifying data elements and standardized

message formats to be used by Services and agencies in achieving
interoperability and compatibility of both manual and automated
systems. Included are data dictionaries.

Disposition:

a. Office having Army-wide responsibility: Permanent. Cut off on
discontinuance of activity.

b. Other offices: Destroy after 2 years.

B-5. File category 11: Army programs
a. Prescribing directives.

(1) AR 11-1, Command Logistics Review Program (CLRP).

(2) AR 11-2, Internal Control Systems.

(3) AR 11-3, Department of the Army Functional Review.

(4) AR 11-7, Internal Review and Audit Compliance Program.

(5) AR 11-18, The Cost Analysis Program.

(6) AR 11-27, Army Energy Program.

(7) AR 11-30, CAPSTONE Program.

(8) AR 11-37, Army Finance and Accounting Quality Assurance
Program.

(9)

DA Memo 11-3, DOD Hotline Cases.

(10) ER 11-1-26, Contract Audit.

(11) ER 11-2-101, Army Programs—Civil Works Activities.

(12) ER 11-2-220, Civil Works Activities General
Investigations.

(13) ER 11-2-240, Civil Works Activities—Construction and
Design.

b. Description.These records concern policies, procedures, and
scope of major programs related to the Army mission. Records
concerning programs in specific subject areas are placed in the
appropriate subject series. See table B-5.
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Table B-5 Table B-5
File category 11: Army programs File category 11: Army programs—Continued
FN: 11 FN: 11-2-101a

Title: General Army programs correspondence files

Authority: NN-167-31 and NN-165-192

Privacy Act: Not applicable.

Description:

a. ACTION: Routine comments on regulations, directives, or other
publications prepared by another office with chief responsibility; program
and budget documents; management improvement reports, cost
reduction reports, and comparable information submitted to offices in
charge of these functions;routine or general requests for information and
replies; informal reports with related information; general
recommendations and suggestions with all types of transmittals; other
transactions of a general, routine, and administrative nature; and other
information relating to Army programs which cannot logically be filed with
the detailed record series listed below. (This does not include instruction
files. See FN. 25-30q.)

b. NONACTION: Matters relating to Army programs that are received for
information only, on which no action is required. These include cards,
listings, indexes, or other items which are created solely to facilitate or
control work, extra copies of actions maintained by action officers,
duplicate copies of actions accumulated by supervisory offices
(establish and keep only when necessary), and notes, drafts, feeder
reports, and similar working information gathered for preparation of an
action.

Disposition:

a. ACTION: Destroy after 2 years.

b. NONACTION: Destroy when no longer needed for current operations.

FN: 11-1a

Title: CLRP visits

Authority: N1-AU-89-15

Privacy Act: Not applicable.

Description: Documents concerned with assessment and assistance
visits for review of unit and installation logistics operations to identify and
resolve problems adversely affecting readiness and logistics posture.
Included are worksheets and similar information.

Disposition:

a. Office having Army-wide responsibility and MACOM Headquarters:
Destroy after 4 years.

b. Other offices: Destroy after next comparable visit.

FN: 11-1-26a

Title: Contract audit

Authority: N1-AU-89-13

Privacy Act: Not applicable.

Description: Documents accumulated by the resident contract audit
office relative to audits of civil works appropriations contracts and final
agreements. Included are Division auditors’ audit reports, accounting
review and systems review with working documents, copies of reports,
and similar information.

Disposition: Destroy after 6 years.

FN: 11-2a
Title: Internal control systems
Authority: NC1-AU-84-3
Privacy Act: Not applicable.
Description: Information created in the course of operating an internal
control program. This information concerns controls which assure Army
management that laws, regulations, and policies are followed,
transactions are carried out, resources are safeguarded from
unauthorized use or disposition, financial and statistical records and
reports are reliable and accurate, and that resources are efficiently and
effectively managed.Included are vulnerability assessments (VAS),
internal control reviews(ICRs), plans and schedules, feeder statements,
reports, and similar information.
Disposition:
a. Office having Army-wide responsibility:

(1) Secretary of the Army’s annual statement: Permanent.

(2) All other records: Destroy after 3 years.
b. Other offices:

(1) VAs and ICRs: Destroy after next VA except ICRs will be retained if
needed to substantiate subsequent VAs.

(2) Feeder statements, reports, and other records: Destroy when no
longer needed for current operations.

Title: International Board of Control reports

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information from which summary reports of activities in
connection with International Boards of Control are prepared.
Disposition: OCE: Destroy after 5 years in CFA.

FN: 11-2-101b

Title: Daily logs

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information constituting a record of noteworthy events
within Corps of Engineers which is distributed to Corps of Engineers field
offices for information.

Disposition: OCE: Destroy after 1 year.

FN: 11-2—-220a

Title: Study program files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: PB-5a, ENG Form 2205a or comparable documents.
Disposition: OCE: Destroy after 2 years

FN: 11-2-220b

Title: General expenses program

Authority: GRS 5, Item 3a

Privacy Act: Not applicable.

Description: Information and working information which show by
features and subfeatures, expenses (actual and budget) for past,
current, and future FYs, and fiscal reconciliatory data.

Disposition: OCE: Destroy after 5 years.

FN: 11-2-240a

Title: Project operation and maintenance basic files

Authority: NC1-AU-88-12

Privacy Act: Not applicable.

Description: These files include design memorandums, specifications,
design analyses, as-built drawings or microfilm negatives thereof, shop
drawings, master development plans, history of construction, completed
inspection reports and related information, operation manuals, paint
service records, dam and reservoir records, including hydrologic records
(rivers flow data, in-flow to reservoir, evaporation, temperatures,
reservoir elevation, tailwater and river elevations, discharges through
turbines, gates, and valves), reports to Federal Power Commission (FPC
Form No. 1), and monthly and annual reports of operations (including
operating statistics, comparable information, and related
correspondence).

Disposition:

Field offices:

a. All formal, near print or printed documents, and reports concerning
each project. Included are master development plans, operations and
maintenance manuals, reservoir regulations manuals, inspection
reports, and similar information: Permanent.

b. Cartographic records (drawings, maps, specifications, and so
forth):Permanent.

c. All other records, such as correspondence, raw data in the form of
notes, computer print outs, forms, and so forth: Destroy when no longer
needed for current operations.

FN: 11-2-240b

Title: Subordinate files

Authority:  NN-174-020

Privacy Act: Not applicable.

Description: These files include the recording instrument charts other
than water levels which include clearance procedures cards and
records, dispatchers’ permits or orders, inspection reports except those
made a part of the maintenance record, maintenance schedule
(superseded issues), the operating schedules (personnel), monthly
report on repairs party operation, work orders, and summary of work in
progress (at warehouses).

Disposition: Destroy after 3 years.

FN: 11-2-240c
Title: Project inspections and evaluations
Authority: NN-174-020
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Privacy Act: Not applicable.

Description: Information on periodic inspections and evaluations of
completed civil works projects to assure continuing structural integrity,
safety, and operational adequacy. Included are inspection and
evaluation reports with supporting data.

Note: Similar information kept in field offices should be filed under
FN11-2-240a.

Disposition: OCE: Destroy when project is abandoned, turned over to
authority other than CE for operation, or when project modification
makes former data obsolete. Earlier destruction is authorized.

FN: 11-2-240d

Title: Civil works guide specifications (Rescinded; use
FN1110-2-1200a)

Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 11-2-240e

Title: Construction programs

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Detailed project schedules and other information
maintained by field offices relating to FY Civil Works construction
programs and priorities, including programs on which actions have been
taken, proposed programs, and executed programs.

Disposition: Destroy after 6 years.

FN: 11-2-240f

Title: Program performance reports

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information required by Corps of Engineers regulations
pertaining to Army programs, civil activities, budgetary submissions,
current-year scheduling and program performance reporting on general
investigations, general expenses, construction, and operation and
maintenance of Civil Works activities. Included are schedules, reports,
narratives, summaries, and related information.

Disposition: Field offices:

a. September and final reports: Destroy after 3 years.

b. Other reports: Destroy after 1 year.

FN: 11-2-240g

Title: Budget files

Authority: NC1-AU-78-69

Privacy Act: Not applicable.

Description: Information relating to the preparation, development,
review, justification, submission, defense, approval, and justification of
the Civil Works budget. Included are reports, schedules, charts,
justification books, work allowances, estimates, and similar information.
Disposition:

a. OCE: Permanent. Retire 10 years after FY for which prepared.

b. Other offices: Destroy 5 years after FY for which prepared, except
information pertaining to construction will be destroyed 5 years after the
work is financially completed.

FN: 11-2-240h

Title: Appropriation hearings

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Testimony presented to the House Ways and Means
Committee and Senate Appropriations Committee, including backup
information.

Disposition: OCE: Destroy after 5 years.

FN: 11-2-240i

Title: Appropriations historical data

Authority: NC1-AU-78-69

Privacy Act: Not applicable.

Description: Budget backup for Civil Works appropriations.
Disposition: OCE:

a. End of FY reports: Permanent.

b. Other information: Destroy when no longer needed for current
operations.

FN: 11-2-240j

Title: Engineering investigations and study supervisory files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information kept by CE division offices that duplicates the
files kept in subordinate offices, as described in this category.
Disposition: Destroy when no longer required for current operations or
1 year after the prescribed cut off for the district, whichever is earliest.

FN: 11-3a

Title: DOD hotline cases

Authority: NC1-AU-83-37

Privacy Act: Not applicable.

Description: Information relating to the managing and monitoring of
DOD Hotline allegations. These files originate in the Army Hotline Office,
Office of the Chief of Staff, Army. Included are DA Form 77 (Referral
Slip), DOD Hotline Progress Report, DOD Hotline Completion Report,
and similar information.

Disposition: Destroy 3 years after case is closed. Keep in CFA until
destroyed.

FN: 11-7a

Title: Internal review and audit files

Authority: To be determined

Privacy Act: Not applicable.

Description: Documents relating to review and examination of
operations to ensure proper protection of assets; compliance with
policies, procedures, and objectives; and the accuracy, propriety,
legality, and reliability of actions taken primarily in connection with the
use of assets. These files accumulate as a result of commands making
review of their own operations, supervisory and Army Staff offices
making review of their subordinate commands, and supervisory and
Army Staff offices receiving the results of reviews made by subordinate
commands. Included are reports and directly related information.
Disposition: Retain in CFA until disposition instructions are published in
MARKS.

FN: 11-7b

Title: Internal review audits (Rescinded; use FN 11-7a.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 11-18a

Title: Cost analysis cases

Authority: NN-167-15

Privacy Act: Not applicable.

Description: Completed cost estimating and cost analysis actions.
Included with each case are all directives pertaining to the action,
interpretations, assumptions, ground rules, and methods used (with
rationale, as appropriate).Also included are worksheets, interim and final
products, transmittals, and related information.

Disposition: Destroy when no longer needed for current operations.

FN: 11-18b

Title: Cost factors and data

Authority: NN-167-15

Privacy Act: Not applicable.

Description: These files include all basic cost data and factors used in
developing cost estimates and cost analyses, including complete
documentation and costing problems.

Disposition: Destroy when no longer needed for current operations.

FN: 11-18c

Title: Cost research files

Authority: NC1-AU-78-128

Privacy Act: Not applicable.

Description: Information relating to the conduct and promotion of
continuous research in developing and improving costing methods in the
DA. Included are research studies and special studies for the design of
costing and cost analysis techniques, recording, and retrieval of costing
data and factors.

Disposition:

a. Offices having Army-wide responsibility: Permanent.
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b. Other offices: Destroy after 2 years.

FN: 11-18d

Title: Resources conservation programs, goals, and schedules
Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information relating to setting goals for the Army
Resources Conservation Program and to time-phased schedules for
accomplishing approved goals. Included are schedules, goals,
recommendations, comments, approvals, disapprovals, changes, and
related information.

Disposition: Destroy 2 years after supersession.

FN: 11-18e

Title: Resources conservation program reports

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information relating to reports required under the Army
Resources Conservation Program. Included are reports, statistics, Army
Audit Agency verification documents, and other information directly
related to the reports.

Disposition:

a. Office having Army-wide responsibility: Destroy after 2 years, except
that consolidated and summary reports will be destroyed after 10 years.
b. Other offices: Destroy after 2 years.

FN: 11-18f

Title: Resources conservation program studies

Authority: N1-AU-90-21

Privacy Act: Not applicable.

Description: Completed economic analysis studies on program and
project proposals involving commitment or conservation of resources as
part of the planning, programming, and budgeting system of DA. This
information is gathered by offices responsible for analyzing economic
aspects of proposals as part of overall management reviews. Included
are final copies of the studies, comments, and coordinating actions, and
related information.

Disposition: Destroy upon approval or disapproval of proposal, or when
no longer needed for current operations.

FN: 11-27a

Title: Energy surveys and studies

Authority: NC1-AU-78-90

Privacy Act: Not applicable.

Description: Documents relating to investigations, surveys, and studies
of energy management, fuel consumption, and potential improvement of
fuel savings. Includes surveys by other agencies or contractors using
visual and instrumental techniques, study reports, and related
information.

Disposition:

a. Office having Army-wide responsibility: Destroy 5 years after next
comparable investigation, survey, or study, or when no longer needed
for current operations.

b. Other offices and tables of organization and equipment (TOE)
units:Destroy when no longer necessary.

FN: 11-27b

Title: Energy conservation projects

Authority: NC1-AU-77-164

Privacy Act: Not applicable.

Description: Documents relating to projects in the Energy Conservation
Investment Program (ECIP), Equipment Energy Conservation
Investment Program(EQ-ECIP), and other programs for planning,
developing, designing, and constructing facilities for installation of
equipment to reduce energy requirements in new or existing facilities.
Included are documents relating to preparation and review of energy
resource impact assessments or statements and similar information.
Disposition: Destroy 5 years after completion of project.

FN: 11-27c

Title: Energy conservation reports

Authority: NC1-AU-77-164

Privacy Act: Not applicable.

Description: Documents consisting of reports of energy consumption,
projected fuel requirements, fuel availability and storage capacity, boiler
plant equipment data, and similar reports. Included are Defense Energy

Information System reports, Department of Energy data requirements,
and information collected for higher level agencies, and similar
information.

Disposition:

a. Office having Army-wide responsibility: Destroy after 5 years.

b. Other offices: Destroy after 11 years. Retain in CFA or RHA, do not
retire.

FN: 11-28a

Title: Resources conservation program and goal schedule
files(Rescinded; use FN 11-18d.)

Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 11-28b

Title: Resources conservation program reporting files(Rescinded; use
FN 11-18e.)

Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 11-30a

Title: CAPSTONE program

Authority: NC-AU-75-24

Privacy Act: Not applicable.

Description: Information relating to the preparation, coordination, and
approval of war plans and field standing operating procedures under the
CAPSTONE program. Included are plans, standing operaing procedures
(SOPs), documentation on planning activities with subordinate
headquarters through conferences and meetings, training exercises,
Reserve Component (RC) inactive duty training and annual training
visits, and related information.

Disposition:

a. Office responsible for CAPSTONE program Army-wide: Permanent.
Place in active file on supersession or obsolescence and cut off at the
end of that year.

b. Other offices: Destroy copies of plans on supersession or
obsolescence, and destroy other information after 2 years.

FN: 11-37a

Title: Operation reporting files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Unit or disbursing officers’ retained copies of monthly
report of operations, report of discounts on contracts and purchase
orders, and comparable information.

Disposition: Destroy after 1 year.

B-6. File category 12: Army programs

a. Prescribing directives.

(1) AR 12-1, Security Assistance Policy, Objectives, and
Responsibilities.

(2) AR 12-6, Munitions Control Program.

(3) AR 12-7, Technical Assistance Field Teams (TAFT) and
Technical Assistance Teams (TAT).

(4) AR 12-8, Foreign Military Sales Operations/Procedures.

(5) AR 12-10, Military Assistance Grant Aid Operations and
Procedures.

(6) AR 12-12, Processing Discrepancy Reports Against Foreign
Military Sales Shipments.

(7) AR 12-15, Joint Security Assistance Training
(JSAT)Regulation.

b. Description.These records concern responsibilities, policies,
functions, and procedures pertaining to security assistance. See table
B-6.
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FN: 12

Title: General security assistance correspondence files

Authority: NN-167-31 and NN-165-192

Privacy Act: Not applicable.

Description:

a. ACTION: Routine comments on regulations, directives, or other
publications prepared by another office with chief responsibility; program
and budget documents; management improvement reports, cost
reduction reports, and comparable information submitted to offices in
charge of these functions;routine or general requests for information and
replies; informal reports with related information; general
recommendations and suggestions with all types of transmittals; and
other transactions of a general, routine, and administrative nature, and
other information relating to security assistance which cannot logically
be filed with the detailed record series listed below.(This does not include
instruction files. See FN 25-30q.)

b. NONACTION: Matters relating to security assistance that are received
for information only, on which no action is required. These include cards,
listings, indexes, or other items which are created solely to facilitate or
control work, extra copies of actions maintained by action officers,
duplicate copies of actions accumulated by supervisory offices
(establish and keep only when necessary), and notes, drafts, feeder
reports, and similar working information gathered for preparation of an
action.

Disposition:

a. ACTION: Destroy after 2 years.

b. NONACTION: Destroy when no longer needed for current operations.

FN: 12-1a

Title: Security assistance plans

Authority: NC1-AU-77-27

Privacy Act: Not applicable.

Description:  Information relating to foreign military force objectives,
priorities, threats, missions, force requirements, and force
development.Included are DA submissions to the Joint Planning System
and the Department of Transportation Planning, Programing, and
Budgeting System, proposals for security assistance materiel and
services to be provided foreign countries, to include justification,
priorities, impact on U.S. forces, and related military implications, and
related information.

Disposition: Permanent. PIF when superseded by new document and
cut off at the end of that year.

FN: 12-2a

Title: Security assistance organization files

Authority: NC1-AU-77-28

Privacy Act: Not applicable.

Description: Information relating to U.S. organizations involved in
U.S.Security Assistance Program, such as the State Department, Office
of the Secretary of Defense, Army organizations, joint Military
Assistance Advisory Groups (MAAGS), and similar organizations.
Included are lists of organizations, mission and functional statements,
terms of reference, tables of organization and distribution, definition of
administrative and logistical support to be provided by MAAGs and
similar groups, and related information.

Disposition: Destroy after 5 years.

FN: 12-2b

Title: Security assistance personnel files

Authority: NC1-AU-77-29

Privacy Act: OPM GOVT-1 and AO001bTAPC

Description: Information relating to the selection, training, and
assignment of U.S. personnel engaged in security assistance activities
in the Foreign Area Officer Program and the personnel exchange
program with armies of other nations. Included are program policy
statements, qualifications and training requirements, to include
language and country training requirements, program guidance,
selection, assignment, and administrative procedures, and related
information.

Disposition:

a. Office having Army-wide responsibility: Permanent

b. MAAGs and Missions: Permanent.

c. Other offices: Destroy after 2 years.

FN: 12-5a

Title: Security assistance programs

Authority: NC1-AU-77-26

Privacy Act: Not applicable.

Description: Information relating to U.S. foreign assistance activities
provided under the International Security Assistance Act and the Arms
Export Control Act, in the areas of foreign policy, national security,
defense strategy, treaty and agreement negotiations between the U.S.
and foreign governments, military assistance (grant aid), and foreign
military sales.Included are copies of present and proposed legislation
and executive orders, statements of policy, joint strategic objective
plans, requests to Congress for changes in legislation, copies of treaties
and agreements, and related information.

Disposition: Permanent.

FN: 12—-6a

Title: Commercial arms export cases

Authority: NC1-AU-86-6

Privacy Act: AO001aTAPC

Description: Information pertaining to applications submitted by U.S.
firms or persons for license to export items on the U.S. Munitions List to a
foreign firm or government. Included are applications, coordination
actions, recommendations, indexes, and similar information.
Disposition:

a. Office having Army-wide responsibility (case files): Destroy after
Tyears.

b. Other offices (case files): Destroy after 2 years.

c. Indexes: Destroy after final disposition of all cases on the index.

FN: 12-6b

Title: Manufacturing license and technical assistance agreements
Authority: NC1-AU-86-5

Privacy Act: Not applicable.

Description: Copies of agreements and amendments between U.S.
and foreign entities for the manufacture abroad or the furnishing abroad
of technical assistance relating to U.S. Munitions List articles.
Disposition:

a. Case files: Destroy upon expiration of agreement.

b. Indexes: Destroy after final disposition of all cases on the index.

FN: 12—-7a

Title: Security assistance personnel files(Rescinded; use FN 12-2h.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 12—-8a

Title: Security assistance programs (Rescinded; use FN 12-5a.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 12-8b

Title: ILP requirements

Authority: NC1-AU-78-110

Privacy Act: Not applicable.

Description: Information relating to the requirements of foreign
countries for materiel and services. Included is information reflecting
requirements for individual countries, copies of programs, DOD Offer
and Acceptances and amendments, information relating to logistics and
fiscal areas pertinent to International Logistics Programs (ILP), and
similar information.

Disposition:

a. Office having Army-wide responsibility: Permanent. PIF when
superseded by a new program, when the case is closed, or when actions
are completed, and cut off at the end of that year.

b. Other offices: Destroy 2 years after superseded by a new program,
when the case is closed, or when action is completed.

FN: 12-8c

Title: LP accounts

Authority: NC1-AU-78-110

Privacy Act: Not applicable.

Description: Information accumulated because of International
Logistics Programs authorized by Congress. Included are shipping
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documents and property documents pertaining to the receipt, issue,
storage, and shipment of equipment and supplies. These documents
may be filed and disposed of with other property account files or may be
maintained separately.Note: Receipts signed by foreign country
representatives will be disposed of as foreign government receipts
described below.

Disposition: Destroy after 2 years.

FN: 12-8d

Title: Foreign government receipts

Authority: NN-166-96

Privacy Act: Not applicable.

Description: Information bearing the signature of a representative of a
foreign government or other duly authorized representative, such as a
freight forwarder, carrier, or in-country representative. Normally, files
consist of, but are not limited to, signed supply manifests including
supporting manifest copies of shipping documents, U.S. Postal Service
receipt forms, and other types of documentation evidencing receipt of
materiel from the U.S. Army by a foreign country.

Disposition: Destroy after 10 years. Retire after 2 years.

FN: 12-8e
Title: ILP reports
Authority: NC1-AU-78-110
Privacy Act: Not applicable.
Description: Reports relating to International Logistics Programs, such
as delivery schedules report, ocean shipment reports, status of supply,
and comparable reports.
Disposition:
a. Office having Army-wide responsibility:
(1) Year-end summary or consolidated reports: Permanent
(2) Other reports: Destroy after 1 year or on extraction of data,
whichever is first.
b. Other offices: Destroy after 1 year.

FN: 12-10a

Title: Security assistance programs—qgrant aid

Authority: NC1-AU-77-26

Privacy Act: Not applicable.

Description: Information relating to U.S. foreign assistance activities
provided under the International Security Assistance Act and the Arms
Export Control Act, in the areas of foreign policy, national security,
defense strategy, treaty and agreement negotiations between the U.S.
and foreign governments, military assistance (grant aid), and foreign
military sales.Included are copies of present and proposed legislation
and executive orders, statements of policy, joint strategic objective
plans, requests to Congress for changes in legislation, copies of treaties
and agreements, and related information.

Disposition: Permanent.

FN: 12-12a

Title: Report of Discrepancy (ROD) — Foreign Military Sales (FMS)
Authority: N1-AU-90-15

Privacy Act: Not applicable.

Description: SF 364 (Report of Discrepancy (ROD)), submitted by FMS
purchasers will report discrepancies on FMS concerning deficiencies in
the preservation, packaging, marking, or handling of supplies,
equipment, or materials. Included are reports of packaging and handling
deficiencies, reports and corrective action, and related papers.
Reporting of discrepancies on grant aid will be processed under AR
735-11-2 and FN735-11-2a will be used.

Disposition: Destroy after 2 years.

FN: 12-15a

Title: Foreign training programs

Authority: NC1-AU-81-14

Privacy Act: Not applicable.

Description: Documents relating to developing programs for training
foreign nationals by U.S. Army schools, facilities, mobile training teams,
contractor technicians, and training missions and groups. Included are
communications on training requirements with the foreign army
concerned, training program requirements reports, foreign training
conference reports, program guidance refined programs, and related
documents.

Disposition:

a. Office having Army-wide responsibility and MAAGs and

Missions:Permanent.

b. U.S. Army Institute for Military Assistance: Permanent. Retire after
7years at the installation.

c. Offices of MACOM Headquarters: Destroy after 5 years.

d. Other offices: Destroy after 2 years.

FN: 12-15b

Title: Foreign training program controls

Authority: NC1-AU-78-1

Privacy Act: Not applicable.

Description: Documents about type of training, number of spaces
programmed, number and cost of training spaces allocated, operating
balances by category, similar data for each grant country program,
program control accounts, and related documents.

Disposition: Permanent.

FN: 12-15c

Title: Mission training

Authority: NC1-AU-78-1

Privacy Act: Not applicable.

Description: Documents accumulated by missions from helping foreign
nations to establish and operate training systems and facilities.
Disposition: Permanent.

FN: 12-15d

Title: Observer and orientation training

Authority: NC1-AU-78-1

Privacy Act: Not applicable.

Description: Documents relating to observer or on-the-job training at
Army installations, orientation courses, visits, orientation and observer
visits by senior foreign military personnel to acquaint them with Army
methods and training, visit or training requests, authorizations,
acceptances, coordinations, itineraries, and related documents.
Disposition:

a. Offices having Army-wide staff responsibility: Destroy after 15 years.
b. Other offices: Destroy after 2 years.

FN: 12-15e

Title: Training assistance

Authority: NC1-AU-81-14

Privacy Act: Not applicable.

Description: Documents related to training in foreign nations by mobile
training teams and contractor technicians. Included are requests for
training teams, comments of major commands, acceptances,
cancellations, foreign training effectiveness reports, and related
documents.

Disposition:

a. Offices having Army-wide staff responsibility: Permanent.

b. Units in a combat environment or designated as combat support
elements: Permanent.

c. U.S. Army Institute for Military Assistance: Permanent. Retire after
7years at installation.

d. Other offices: Destroy after 2 years.

FN: 12-15f

Title: Foreign national personnel files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Documents on selecting and processing foreign nationals
for training in U.S. Army facilities. Included are biographical data on the
students, other foreign student data, copies of academic reports, and
related documents.

Note: Army schools will use FN 12-15i for documents pertaining to
foreign students.

Disposition:

a. MAAGs and missions: Destroy when no longer needed for reference.
b. Other offices: Destroy after 5 years.

FN: 12-15g

Title: Foreign national reserve training

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Documents related to arranging training for foreign
nationals on active or reserve status in the armed forces of an entitled
nation. This consists of training with the Army National Guard and U.S.
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Army Reserve.Included are applications for the training, approvals, EN: 15

recommendations, designations of training unit, and related documents.
Disposition: Destroy after 2 years.

FN: 12-15h

Title: Foreign training reports

Authority: NC1-AU-79-80

Privacy Act: Not applicable.

Description: Documents on the status of foreign nationals in U.S. Army
installations, oversea schools, and third country schools and
installations. Included are training reports and related documents.
Disposition:

a. Offices having Army-wide staff responsibility: Destroy after 20 years.
b. Offices of major command headquarters: Destroy after 5 years.

c. Other offices: Destroy after 2 years.

FN: 12-15i

Title: Foreign student files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Documents on each foreign student receiving training at
Army schools. Included are invitations to American homes,
miscellaneous reports to foreign embassies, copies of invitational travel
orders, arrival notices, departure notices, individual academic reports,
and related documents.

Disposition: Destroy 2 years after completion of the course.

FN: 12-15j

Title: Foreign student officer files

Authority: NC1-AU-79-5

Privacy Act: Not applicable.

Description: Documents on relationships with foreign student officers.
This also includes matters concerning quotas to attend U.S schools,
their medical care, housing, and related matters.

Disposition:

a. Office having Army-wide responsibility: Destroy after 10 years.

b. Other offices: Destroy when no longer needed for current operations.

FN: 12-15k

Title: Requests for hospitalization of foreign nationals

Authority: NN-174-77

Privacy Act: Not applicable.

Description: Documents on requests for hospitalization of foreign
nationals to include correspondence, biographic data, messages,
embassy and service position papers, and related documents.
Disposition: Destroy after 25 years.

B-7. File cagegory 15: Boards, commissions, and
committees

a. Prescribing directives.

(1) AR 15-1, Committee Management.

(2) AR 15-6, Procedures for Investigating Officers and Boards of

Officers.
(3) AR 15-8, Army Science Board.

(4) AR 15-11, Department of the Army Participation on the

DOD Advisory Committee on Federal Aviation.

(5) AR 15-34, Department of the Army Individual Service Re-

view Board.
(6) AR 15-160, Army Discharge Review Board.

(7) AR 15-185, Army Board for Correction of Military Records.

Title: General boards, commissions, and committees correspondence
files

Authority: NN-167-31 and NN-165-192

Privacy Act: Not applicable.

Description:

a. ACTION: Routine comments on regulations, directives, or other
publications prepared by another office with chief responsibility; program
and budget information; management improvement reports, cost
reduction reports, and comparable information submitted to offices in
charge of these functions; routine or general requests for information
and replies; informal reports with related information; general
recommendations and suggestions with all types of transmittals; other
transactions of a general, routine, and administrative nature; and other
information relating to boards, commissions, and committees which
cannot logically be filed with the detailed record series listed below.
(Does not include instruction files. See FN25-30q.)

b. NONACTION: Matters relating to boards, commissions, and
committees that are received for information only, on which no action is
required. These include cards, listings, indexes, or other items which are
created solely to facilitate or control work, extra copies of actions
maintained by action officers, duplicate copies of actions accumulated
by supervisory offices (establish and keep only when necessary), and
notes, drafts, feeder reports, and similar working information gathered
for preparation of an action.

Disposition:

a. ACTION: Destroy after 2 years.

b. NONACTION: Destroy when no longer needed for current operations.

FN: 15-1a

Title: Committee files

Authority: NC1-AU-85-14

Privacy Act: Not applicable.

Description: Information on establishing, operating, and dissolving
committees which consider, advise, take action, and report on
specifically assigned functions. They include joint, interdepartmental,
and international committees in which the DA takes part, as well as
committees within all echelons and elements of the Army. Included are
proposals, approvals, and disapprovals to establish the committee,
charters, terms of reference, and comments on them, directives
establishing, changing, continuing, or dissolving the committee,
information nominating, approving, appointing, and relieving committee
members, notices, agenda, minutes, and reports of committee meetings,
and similar information.

Disposition:

a. Elements of HQDA, MACOM and major Army subcommand
(SUBMACOM):Permanent. Retire when no longer needed for current
operations.

b. Elements at other command levels: Destroy when no longer needed
for current operations.

FN: 15-1b

Title: NSC planning board files

Authority: NC1-AU-78-53

Privacy Act: Not applicable.

Description: Information relating to the planning board of the National
Security Council (NSC). They involve the receipt, analysis, coordination,
and establishment of an Army view, and recommendations on, or similar
actions with respect to, information of the board. Included are drafts of
the action paper, memorandums of action to be taken on the paper,
comments of coordinating agencies, statements of the Army view, and
similar information.

Disposition: Permanent. Retire when no longer needed for current
operations.

FN: 15-1c
Title: Committee management files

(8) ER 15-2-2, Foreign—-Trade Zones—Establishment, Operationaythority: NC1-AU-78-18

Maintenance, and Administration.
(9) ER 15-2-9, Civil Works.

b. DescriptionThese records concern establishment, missio
membership, and functions of boards, commissions, and committee

Privacy Act: Not applicable.
Description: Information used in exercising control over the

Iqstablishment, use, and dissolution of committees to prevent or

eliminate overlap and duplication, preclude committee establishment

Swhen normal staff action will suffice, and to apply other management

both internal and external to DA, on which the Army provides practices to the use of committees.Included are proposals, approvals,

representation.See table B-7.

and disapprovals to establish, continue, or dissolve committees,
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charters, terms or references, and agreements, copies of directives
authorizing the establishment of committees and comments on them,
committee inventory data, and related information.

Disposition:

a. Office of DA committee management officer: Permanent. Retire on
disapproval or dissolution of the committee.

b. Offices of agency and command committee management officers:
Destroy lyear after disapproval or dissolution of the committee.

c. Reviewing and commenting offices: Destroy after 2 years.

FN: 15-1d
Title: Advisory committee activity reports
Authority: NC1-AU-81-6
Privacy Act: Not applicable.
Description: Information reflecting name, data established or approved
for continuation, function, names and affiliations of members, dates of
meetings held, and similar data on each advisory committee. Included
are feeder reports, Army-wide consolidations or summaries, and
information directly related to them.
Disposition:
a. Office requiring the report:
(1) Army-wide summaries or consolidations: Destroy after 5 years.
(2) Feeder reports: Destroy after 2 years.
b. Other offices: Destroy after 2 years.

FN: 15-1e

Title: International Joint Board files

Authority: NC1-AU-78-6

Privacy Act: Not applicable.

Description: Information on the activities of the U.S. sections of
international boards, established by the International Joint Commission
at the request of the Government of the United States and Canada or
Mexico to conduct special studies and investigations concerning
boundary waters.Included are minutes of board meetings, public
notices, transcripts of public hearings and proceedings, board progress
reports to the International Joint Commission, instructions and policy
statements, reports of inspection trips, supplemental reports, final
reports of boards and the International Joint Commission, and related
information.

Disposition:

a. OCE: Permanent. Retire on discontinuance of the board.

b. Office of board chairperson or secretariat, whichever is office of
record, and office of members in which a foreign government is office of
record: Permanent. Retire when no longer needed for current
operations.

FN: 15-1f

Title: International Board of Control reports. (Rescinded; use FN15-1e.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 15-1g

Title: NSC references

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information reflecting decisions of the NSC maintained for
reference, including correspondence related to the distribution of this
information.

Disposition: Destroy on supersession, obsolescence, or when no
longer needed for reference.

FN: 15-2-2a

Title: Violation warning files

Authority: NC1-AU-78-33

Privacy Act: Not applicable.

Description: Information on warning citations issued as a result of
violations of Chapter Ill, Title 36, Code of Federal Regulations.
Includedare U.S. Army Corps of Engineers warning citations issued in
accordance with Section 234 of the Flood Control Act of 1970 (Public
Law91-611, 84 Stat. 1818).

Disposition: Destroy after 1 year.

FN: 15-2-2b

Title: Foreign trade zone files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information on Army involvement in the establishment,
operation, maintenance, and administration of foreign trade zones.
Included are rules and regulations to establish and operate foreign trade
zones, public hearings, technical reports, requests for review of
proposed construction or alteration, inspection requests, construction
plans, feasibility and inspection reports, environmental impact
statements, and similar information.

Disposition: Destroy when no longer needed for current operations.

FN: 15-2-9a

Title: Civil works planning and development files

Authority: NC1-AU-78-6

Privacy Act: Not applicable.

Description: Information on the long-range planning and development
of civil works activities, but exclusive of specific files herein.
Disposition:

a. OCE: Permanent.

b. Field offices: Destroy after 5 years.

FN: 15-6a

Title: Validations

Authority: NN-165-15

Privacy Act: A0037-103cSAFM

Description: Information on the administrative review, continuing study,
and preparation of quarterly comprehensive analyses in connection with
incidents of suspected fraud or improper payment. Included are copies
of vouchers, copies of orders, copies of notices of exception, copies of
military pay orders, copies of pay adjustment authorizations, copies of
dependency, sworn statements, and similar information.

Disposition: Destroy 3 years after determination or judgment is made.

FN: 15-6b

Title: Reports of investigation

Authority: To be determined

Privacy Act: Not applicable.

Description: Information on investigations conducted pursuant to
AR15-6. Includes the memorandum of appointment (if any) for the
investigating officer or board, forms or reports of proceedings, witness
statements, documentary evidence, and related information.
Disposition: Retain in CFA until disposition instructions are published in
this regulation.

FN: 15-8a

Title: Army Science Board files

Authority: NC1-AU-85-64

Privacy Act: Not applicable.

Description: Information accumulated by the Executive Secretary of the
Army Science Board concerning review and evaluation, appraisal of
facilities, and study and recommendations on special problems of
research and development in the Army. Included is information reflecting
actions taken and matters considered by the board, such as agenda of
meetings, minutes of meetings, reports and recommendations
distributed to panel members, and similar information.

Disposition:

a. Army Science Board Secretariat: Permanent. Retire when no longer
needed for current operations.

b. Army Science Board Executive Review Board: Destroy when no
longer needed for current operations.

FN: 15-11a

Title: Aviation policies

Authority: NC1-AU-77-110

Privacy Act: Not applicable.

Description: Information relating to the preparation, review, approval,
and issue of plans, programs, and directives that provide policy guidance
on Army aviation matters. Included are coordinating actions,
communications related to the establishment of aviation policy and
copies of regulations and directives.

Disposition:

a. Office having Army-wide responsibility: Permanent.

b. Coordinating offices: Destroy after 2 years.
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FN: 15-34a

Title: Civilian-contractual service review board files

Authority: NC1-AU-84-33

Privacy Act: A0015-34DARP

Description: Information accumulated by the DA Individual Service
Review Board in determining an applicant's membership in a civilian or
contractual group whose services were considered active military
service. Included are control cards, initial applications, copies of board
actions, reconsiderations, and similar information.

Disposition:

a. Control cards: Permanent.

b. Documentation relating to approved requests: Approved requests
result in creation of an Official Military Personnel File (OMPF), which is
then retired to National Personnel Records Center. Disposition of the
OMPF is governed by FN 640-10b.

c. Documentation relating to disapproved requests: Destroy after 2
years.

FN: 15-36a

Title: Unsolicited proposals (Rescinded; use FN 27-60ss.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 15-180a

Title: Army Discharge Review Board files

Authority: NN-168-116

Privacy Act: A0015-180SFMR

Description: Documents relating to the review of discharge or dismissal
of former members of the Army to determine if the discharge or dismissal
was equitably and properly given. Included are case files consisting of
briefs of the Military Personnel Records Jacket files, transcript of the
hearing, if any, affidavits, copies of presiding officers’ notes, the rationale
of the board, briefs or arguments submitted by the counsels or attorneys,
a copy of the Secretary of the Army directive, correspondence, and
related documents.

Disposition: Destroy after 5 years.

FN: 15-185a

Title: Correction of military records cases

Authority: NC1-AU-83-9

Privacy Act: A0015-185SFMR

Description: Documents reflecting action taken by the Army boards and
the Secretary of the Army on applications for correction of military
records.Included in each case are applications, transcripts of testimony,
and documents considered by the board, briefs and written arguments,
findings, conclusions and recommendations of the board, and similar
documents.

Disposition: Destroy after 20 years.

B-8. File category 18: Army automation

a. Prescribing directivesTB 18-107, Automatic Data Processing

Equipment Operations Management.

b. Description.These records concern automatic data processing

Table B-8
File category 18: Army automation—Continued

Description: Not applicable.
Disposition: Not applicable.

FN: 18-7a

Title: ADPE inventory files. (Rescinded. Use FN 25-1eee.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 18-7b

Title: ADP system and program design and specifications. (Rescinded,
use FN 25-1fff.)

Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 18-7c

Title: Data processing registers and schedules. (Rescinded, use
FN25-1ggg.)

Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 18-7d

Title: Data processing controls and balances (Rescinded, use
FN25-1hhh.)

Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 18-107a

Title: Machine listings

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Hard copy listings used in the processing facility for
verification purposes or to provide services to other elements.
Disposition: Destroy on completion of next comparable report,
tabulation, brief, or similar information, or when intended purpose has
been served.

FN: 18-107b

Title: Scratch tapes (or other magnetic media)

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Magnetic media used to facilitate general computer runs,
such as sort and merge runs.

Disposition: Blank after system is in operation and approved, or after
determination is made that the system will not be put in operation.

FN: 18-107c

Title: Test tapes (or other magnetic media)

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Magnetic media used in testing a proposed system.
Disposition: Blank after system is in operation and approved, or after

equipment operations. See table B-8. Also, see the 25series filesgetermination is made that the system will not be put in operation.

Table B-8
File category 18: Army automation

FN: 18

Title: General Army automation correspondence files. (Rescinded.Use
FN 25, General information management correspondence files.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not applicable.

FN: 18-107d

Title: Program tapes or disk extracts

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Program tapes or disk extracts containing sequence of
instructions to accomplish processing of data or to solve problems.
Disposition: Destroy 1 year after all magnetic media and other data
produced under the system, program, or job has been blanked or
destroyed. If permanent magnetic data has been retired, the related
system, program, or job operating files will be retired as permanent files.

FN: 18-3a

Title: ADP management reports. (Rescinded. Use FN 25-1ddd.)
Authority: Not applicable.

Privacy Act: Not applicable.

FN: 18-107e

Title: Raw data input
Authority: NN-166-204
Privacy Act: Not applicable.
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Description: Raw data input tapes containing data abstracted from
source information and entered in the system for the first time.
Disposition: Blank after raw data is processed into final data and proved
to be satisfactory.

from the master tape which were created for use in additional computer
hardware, generally for community use.

Disposition: Blank when determined no longer needed for current
operations.

FN: 18-107f

Title: Analog magnetic tapes

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Analog magnetic tapes containing data received directly
from various experimental sensor instruments, such as outer space
orbiting craft, oceanographic, geophysical, and medical research.
Disposition: Blank after all meaningful data has been converted to
digital magnetic tape and satisfactorily analyzed.

FN: 18-107¢g

Title: Working tapes

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Working tapes containing output data from one run to a
subsequent run which manipulates, sorts, and moves data through the
system.Includes such edit steps as pre-edit, correction, stripping,
rejection reading, unmatched data elimination error listing, and
weighting.

Disposition: Blank when no longer needed for current operations.

FN: 18-107h

Title: Transaction tapes

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Transaction tapes containing valid file of items used with
master data tape input file for creation of master data output file.
Disposition: Blank when no longer needed for current operations.

FN: 18-107i

Title: Master continuous update tapes

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Master continuous update tapes containing data created
by merging of prior master file with valid transaction data to create a new
master file which includes cumulative data of all information producing
query services.

Disposition: Blank when no longer needed for current operations.

FN: 18-107j

Title: Scientific master data tapes

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Scientific master data tapes containing data created from
analogmagnetic tape or transferred directly to digital magnetic tape for
scientific measurement of astronomic, outer space, oceanographic
phenomena, air and water quality, and medical research measurements.
Disposition: Blank when no longer needed for current operations.

FN: 18-107k

Title: Summary data tapes

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Summary data tapes containing data from valid
transaction or master file data.

Disposition: Blank in accordance with related master file.

FN: 18-107m

Title: Print tapes

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Print tapes containing source output data from the
system(without destroying the source tapes) and used for printing
publications, ledgers, tables, registers, and reports.

Disposition: Blank after output has been released and approved.

FN: 18-107n

Title: Reformed data tapes

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Reformed data tapes containing essentially duplicate data

FN: 18-107p

Title: Security back-up tapes

Authority: NN-166-204

Privacy Act: Not applicable.

Description:  Security back-up tapes containing identical data to master
data tapes and retained as security in case master tape is damaged or
inadvertently erased.

Disposition: Blank in accordance with related master file.

FN: 18-107q

Title: Information retrieval files

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information retrieval files which are indexes or tracking
systems to MRR or hard copy systems.

Disposition: Retain or dispose of in accordance with related system.

B-9. File category 20: Assistance, inspections,
investigations, and follow-up

a. Prescribing directive AR 20-1, Inspector General Activities
and Procedures.

b. Description. These records concern inquiries, investigations,
and inspections into activities and matters pertaining to the perform-
ance of mission and the state of discipline, efficiency, and economy
of the DA by The Inspector General and other inspectors general.
Excludes security and criminal investigations and materiel inspec-
tions which are placed in other appropriate subject series. See table
B-9.

Table B-9
File category 20: Assistance, inspections, investigations, and
follow-up

FN: 20

Title: General assistance, inspections, investigations, and follow-up
correspondence files.

Authority:  NN-167-31 and NN-165-192

Privacy Act: Not applicable.

Description:

a. ACTION: Routine comments on regulations, directives, or other
publications prepared by another office with chief responsibility; program
and budget documents, management improvement reports, cost
reduction reports, and comparable information submitted to offices in
charge of these functions;routine or general requests for information and
replies; informal reports with related information; general
recommendations and suggestions with all types of transmittals; other
transactions of a general, routine, and administrative nature; and other
information relating to assistance, inspections, investigations, and
follow-up which cannot logically be filed with the detailed record series
listed below. (This does not include instruction files. See FN
25-30q.)Description:

b. NONACTION: Matters relating to assistance, inspections,
investigations, and follow-up that are received for information only, on
which no action is required. These include cards, listings, indexes, or
other items which are created solely to facilitate or control work;extra
copies of actions maintained by action officers; duplicate copies of
actions accumulated by supervisory offices (establish and keep only
when necessary); and notes, drafts, feeder reports, and similar working
information gathered for preparation of an action.

Disposition:

a. ACTION: Destroy after 2 years.

b. NONACTION: Destroy when no longer needed for current operations.

FN: 20-1a

Title: 1G inspections (field commands not reporting directly to HQDA)
Authority: NC-AU-19-75

Privacy Act: Not applicable.
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Table B-9
File category 20: Assistance, inspections, investigations, and
follow-up—Continued

Table B-9
File category 20: Assistance, inspections, investigations, and
follow-up—Continued

Description: Information accumulated by other commands,
installations, activities, and units, whether or not an inspector general
(IG) is authorized on the staff. Included are inspection reports and
related information pertaining to annual, general, procurement, special,
technical proficiency, and Federal recognition inspections directed by
the command, and similar files pertaining to inspections made of the
command by higher authority.

Disposition: The inspecting agency may destroy 1 year after the next
comparable inspection or 1 year after the approved recommendations
have been implemented. Other agencies destroy when no longer
needed for current operations.

FN: 20-1b
Title: 1G investigations
Authority: NC1-AU-79-39
Privacy Act: A0020-1aSAIG
Description: Information relating to investigations and inquiries
conducted by inspectors general. Included are reports of investigations,
inquiries, and related information, divided into four categories:
a. Information on cases that attract widespread public or congressional
attention, grow out of the Office of the Inspector General
(OTIG)investigations of alleged violations of laws, executive orders, and
directives that define the permissible scope of U.S. intelligence activities,
develop into investigations of espionage, sabotage, or subversion,
involve systemic problems in Army administration, result in significant
change in Army organization or policies, or are deemed to be historically
significant by OTIG.
b. Other information accumulated in HQDA offices and in field
commands authorized an inspector general who also reports directly to
HQDA (but excluding field commands in a combat environment or
designated as combat support elements in a combat environment).
c. Information accumulated by all other elements not in a combat
environment, and not designated as combat support elements in a
combat environment.
d. Information accumulated by units in a combat environment or
designated as combat support elements at these levels:

(1) Division headquarters or higher.

(2) All other levels.
Disposition:
a. For a above: Permanent.
b. For b above: Destroy after 5 years.
c. For c above: Destroy after 3 years.
d. For d(1) above: Permanent.
e. For d(2) above: Destroy after 3 years.

FN: 20-1c

Title: Office inspections and surveys (Rescinded; use FN 1c.)
Authority: Not applicable.

Privacy Act: Not applicable.

Description: Not applicable.

Disposition: Not appicable.

FN: 20-1d

Title: Physical inspections

Authority: NN-166-204

Privacy Act: Not applicable.

Description: Information relating to general and special inspections of
enlisted personnel of an organization. Included are reports and similar
information.

Disposition: Destroy after 1 year.

FN: 20-1e

Title: IG assistance

Authority: NC1-AU-79-9

Privacy Act:  A0020-1bSAIG

Description: Information accumulated in the process of receiving,
inquiring into, and responding to complaints, allegations, and requests
for help(assistance) that are referred to an IG. Included are Inspector
General Action Requests (IGAR), statements, correspondence, and
related information.

Disposition: Destroy 2 years after case is closed.

FN: 20-1f
Title: 1G Inspections (HQDA)
Authority: NC1-AU-79-39

Privacy Act: Not applicable.

Description: Information relating to inspections conducted by
inspectors general. Included are inspection reports and related
information pertaining to annual general, procurement, special, nuclear
surety, and Federal recognition inspections made of or conducted by a
HQDA agency.

Disposition:

a. Annual general and special inspection files created and maintained by
the OTIG and other DA staff agencies authorized an inspector
general:Permanent. PIF on completion of next inspection and cut off at
the end of that year.

b. All other inspection files: Destroy 1 year after next comparable
inspection, or after 5 years, whichever is sooner.

FN: 20-1g

Title: 1G inspections (field commands reporting directly to HQDA)
Authority: NC1-AU-79-39

Privacy Act: Not applicable.

Description: Information accumulated by commands authorized an
inspector general and also reporting directly to HQDA. Included are
inspection reports and related information pertaining to annual general,
procurement, special, technical proficiency, and Federal recognition
inspections directed by the command and similar files pertaining to
inspections made of the command by higher authority.

Disposition:

a. Annual general and special inspections of major subordinate
commands directed by major commands: Permanent. PIF on completion
of next comparable inspection and cut off at the end of that year, or cut
off after 5 years, whichever is sooner.

b. All other inspection files: Destroy 1 year after next comparable
inspection, or after 5 years, whichever is sooner.

B-10. File category 25: Information management

a. Prescribing directives.

(1) AR 25-1, The Army Information Resources Management
Program.

(2) AR 25-3, Army Life Cycle Management of Information
Systems.

(3) AR 25-6, Military Affiliate Radio System (MARS).

(4) AR 25-30, The Army Integrated Publishing and Printing
Program.

(5) AR 25-50, Preparing and Managing Correspondence.

(6) AR 25-55, The Department of the Army Freedom of Infor-
mation Act Program.

(7) AR 25-400-2, The Modern Army Recordkeeping System
(MARKS).

b. Description.These records concern planning, policies, proce-
dures, architectures, and responsibilities pertaining to information
management; life cycle management of information systems; and
records pertaining to all six Information Mission Area (IMA) dis-
ciplines(communications, automation, records management, visual
information, libraries, and publications and printing). See table
B-10.

Table B-10
File category 25: Information management

FN: 25

Title: General information management correspondence files
Authority:  NN-167-31 and NN-165-192

Privacy Act: Not applicable.

Description:

a. ACTION: Routine comments on regulations, directives, or other
publications prepared by another office with chief responsibility; program
and budget information, management improvement reports, cost
reduction reports, and comparable information submitted to offices in
charge of these functions; routine or general requests for information
and replies; informal reports with related information; general
recommendations and suggestions with all types of transmittals; other
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Table B-10
File category 25: Information management—Continued

Table B-10
File category 25: Information management—Continued

transactions of a general, routine, and administrative nature; and other
information relating to information management which cannot logically
be filed with the detailed record series listed below. (This does not
include instruction files. See FN 25-30q.)

b. NONACTION: Matters relating to information management that are
received for information only, on which no action is required. These
include cards, listings, indexes, or other items which are created solely to
facilitate or control work; extra copies of actions maintained by action
officers; duplicate copies of actions accumulated by supervisory
offices(establish and keep only when necessary); and notes, drafts,
feeder reports, and similar working information gathered for preparation
of an action.

Disposition:

a. ACTION: Destroy after 2 years.

b. NONACTION: Destroy when no longer needed for current operations.

FN: 25-1a

Title: Army Information Resources Management Program

Authority: N1-AU-87-5

Privacy Act: Not applicable.

Description: Information that documents the establishment of
management structure, methodology, and concept of operations in
support of the Army Information Resources Management Program.
Included is documentation of strategic information requirements, theater
or tactical information requirements, and sustaining base information
requirements, development of information architecture framework,
establishment of priorities, goals, and objectives, configuration controls,
evaluation of initiatives, formal information requirements studies, and
related information.

Disposition:

a. Office with Army-wide responsibility: Permanent.

b. MACOMSs and agencies or activities reporting directly to HQDA:
Destroy after 10 years.

c. Other offices: Destroy when no longer needed for current operations.

FN: 25-1b

Title: HQDA information management modernization plans
(MODPLAN)

Authority: N1-AU-87-7

Privacy Act: Not applicable.

Description: Information which provides policy, annual guidance, and
approved architecture to the Army. The plan is the culmination of annual
submissions from the Army at large and is written after receipt, review,
evaluation, validation, and approval of individual plans. Included are the
record copy of the approved plan, new information initiatives processed,
validations, integrations, and consolidations of MACOM plans and other
plans of the IMA, and related information.

Disposition:

a. Office with Army-wide responsibility: Destroy after 17 years.

b. ASA(FM), reviewing offices, and HQDA Select Committee
(SELCOM):Destroy after 2 years.

c. Other offices: Destroy when superseded, obsolete, or no longer
needed for current operat